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HOSPITALIZATION . . 

The  T.  P.  U.  Peerless  Certificate  provides  HOSPITALIZATION 
Benefits  if  confined  within  any  licensed  HOSPITAL,  at  the  rate 
of  $37.50  per  week. 

Every  Disease  anti  Accident  Covered 
Repeated  Hospitalization  Possible  During  Any  Year 


T.  P.  U. . . 

PROTECTS 

Before 

Hospitalization 

During 

Hospitalization 

After 

Hospitalization 


T.P.U.  also  provides,  when  not  in  Hospital — 

Weekly  benefits . $25.00 

(Sickness,  Accident,  Quarantine! 

Medical  Fee,  up  to . 25.00 

Special  Travel  Fee,  up  to  .  50.00 

Loss  of  Life .  51 000  to  $1500 

Loss  of  Hands,  or  Eyes, 

or  Feet .  1 000  to  1 500 

Loss  of  Hand,  or  Eye,  or  Foot  500  to  750 

Cost  of  These  Benefits  $30.00  Per  Year 
Cost  of  V2  These  Benefits  $15.00  Per  Year 


TEACHERS  PROTECTIVE  UNION 

Home  Office — Box  597,  Lancaster,  Pa. 


A  Fraternal  Benefit  Society. 

$478,105  paid  in  benefits  to  Members  in  1939 
Over  FIVE  MILLION  Dollars  paid  since  Organization — 1912. 


TEACHERS  PROTECTIVE  UNION 

Box  597,  Lancaster,  Pa. 

I  am  interested  in  knowing  more  about  T.P.U.  protection,  especi¬ 
ally  the  extra  Hospital  Benefits  of  the  Peerless  Certificate. 


N.S.  10-40 


BUCKEYE 

Sfi^Una- KuMtian 

GLIDES 


make  all 

Movable  Furniture 
Quiet  and  Easy  Moving  on 
all  Floors,  STONE  included 


\  Buckeye  Glide  Co.,  Inc. 

'  131  East  23rd  St. 

!  NEW  YORK  CITY 


Taft  guests  clearly  see  the 
value  that  has  made  this  great 
modern  hotel  so  popularl 

2000  ROOMS  WITH  RATH  AND  RADIO 
rROM  $2.S0 

HOTEL  Alfred  Lewis.  Mgr. 

TA.PT 

NEW  YORK 

^  •  AT  RADIO  CITY  •  A 


*  TH AN  K  YOU 

MISS  SCHOOL  SECRETARY 


Thank  you 

for  your  unfailing  courtesy  to  the  representative  of  the  Gregg 
Publishing  Company  when  he  calls  at  your  school. 

Thank  you 

for  calling  Gregg  textbooks  to  the  attention  of  your  superin¬ 
tendent,  principal,  commercial  department  head,  or  the  com¬ 
mercial  teachers. 

Thank  you 

for  writing  Gregg  Shorthand  in  a  way  that  adds  to  your  repu¬ 
tation  and  to  the  prestige  of  the  Gregg  system. 

Our  support  of  your  magazine  by  taking  this  space  gives  expression  to  our 
appreciation  of  the  school  secretary  and  our  best  wishes  for  advancement. 

Let  us  know  when  we  can  be  of  assistance  to  you  or  your 
School,  Gregg  publishes  texts  for  all  commercial  subjects. 

THE  CRECC  PUBLISHING  CO. 

Naw  York  Chicago  San  Francitce  Boston  Toronto  London  Sydnay 
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A  WORD  OF  THANKS 


The  Reader’s  Digest  •  Popular  Science  Monthly 

The  Educational  Department  and  our  Representatives  are  deeply 
appreciative  of  the  many  courtesies  accorded  them  by  School  Secre¬ 
taries  throughout  the  Nation. 


Over  20,000  Superintendents,  Principals,  and  Teachers  use  our  Edu¬ 
cational  Services  which  are  provided  without  cost  to  teachers  who 
use  our  publications  as  supplementary  text. 


Educational  Dept. — THE  READER’S  DIGEST 

POPULAR  SCIENCE  MONTHLY 
353  Fourth  Avenue,  New  York  City 


*  Assured  Film  Prttectieu-  Patented  8afety- 
lYip  Immediately  stops  machine.  Found  only  on 
this  equipment.  Offset  Film  Loop  eliminates 
damaglns  film  pressure  and  side  sway. 

A  Stationary  Saund  Onim  I'nequalled  sound 
quality — no  moving  parts — No  adjustment  neces* 
sary  for  color,  or  black-and-white. 

A  **8aira- Draft"  Fareed  Caaling-^ 
Insures  greatest  lamp  economy  and 
«fetr 


♦  Fllckaiiest  Shutter— unsurpassed 

clarity  ttf  pictures.  Safety  shutter  for  atills. 
A  Film  Reverse  Pressing  one  lever  reverses 
film  for  reviewing.  No  rethreadlng  necessary. 

■k  Easy  Aeeassibillty — to  spotlessly  clean  all 
working  parts.  No  special  tools  required. 

♦  Multiple  Use — For  classroom,  auditorium, 
dances,  outdoor  events — with  Interchangeable 
units  that  mean  Oreater  Economy  and  Widest 
UUIlty. 


In  no  other 
equipment  re¬ 
gardless  price 
will  these  features 
he  found.  Write 
today  for  com¬ 
plete  description 
of  these  and 
other  features. 


VICTOR  ANIMATOGRAPH  CORPORATION.  Dept.  N-1 


.  Davenport,  Iowa 
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® 

Now  —  in  any  school  or  institution 
—multiply  your  effectiveness — 
divide  your  labor  with  this  instant- 
action  direct  process  duplicator! 


WITH  SENSATIONAL  HI-SPEED  AUTOMATIC  FEED 


With  this  great  new  Ditto  D-44  liquid  duplicator  you — or  any  bright 
12-year-old,  for  that  matter — can:  Make  more  Ditto  copies  than  ever 
before  ...  Of  anything  typed,  written  or  drawn  ...  At  a  70-a-minute 
clip  .  .  .  Without  type  or  stencil  ...  In  one  to  4  colors  at  once  ...  At 
6c  for  the  first  100,  3c  thereafter  .  .  .  And  on  short  runs  the  same 
original  may  be  used  over  and  over.  Make  all  the  copies  you  want  of 
bibliographies,  study  outlines,  music  scores,  forms,  charts,  notices, 
lectures,  school  newspapers,  posters,  and  Ditto  practice  lessons! 

Send  coupon  for  D-44  and  other  liquid  and  gelatin  duplicator  data! 


Remember — old  duplicators,  any  make,  are  worth  cash  on  a  trade-in! 


GET  FREE  DITTO 
PRACTICE  LESSONS! 

Ditto  leads  in  direct  (liquid)  process 
duplicators,  and  offers  the  most  com- 
prehensile  line  of  gelatin  duplicating 
equipment — the  kind  upon  which  Ditto’s  famous  work¬ 
books  are  duplicated.  New  titles  constantly  added,  $1.45 
up.  Send  coupon  for  free-idea  book,  "New  Efficiencies 
for  Education,"  and  new  workbook  catalog! 


CDCCI  DUPLICATOR  DATA,  AND  SAMPLES  OF 
rnLLi  DITTO  WORKBOOK  PAGES!  SEND  COUPON! 


DITTO,  Inc. 

625  S.  OoMay  Blvd. 

Chteoqe,  Illinois 

Genclemen :  Without  obligation  please 
(  )  Send  me  New  D-44  data. 

(  )  Send  me  "New  Efficiencies  fot 

Education.”  (  )  Send  me  new  Ditto 

Workbook  Catalog.  (  )  Arrange  a 

DITTO  demonstration  for  me. 
(  )  Send  Sample  Sheets.  My  class  is 

Primary  (  )  Intermediate  (  )  Junior 
High  ^hool  (  ). 

.My  Name . . 

School . 

AddrtSi . . . 

City . State . 
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THE  SCHOOL  NEWSPAPER  AND  MIMEOGRAPH  EQUIPMENT 


distributor  in  your  city  for  complete  details^ 
on  how  to  go  about  it. 

Free  Service  for  School  Papers — A.  B.  Dick  Com¬ 
pany  offers  a  national  service  for  school  publications 
pro.iuced  on  the  Mimeograph  duplicator.  Comprehen¬ 
sive  suggestions  for  si/es,  costs,  adverti.sing,  staff 
organization,  and  complete  production  details  are  in¬ 
cluded.  No  charge  for  this  service.  Send  for  free  book¬ 
let  describing  it. 

School  Papers  are  easy  to  produce,  and  more  impor¬ 
tant — easy  to  read — when  the  Mimeograph  duplicator 
does  the  job.  You  can  have  the  same  high  visibility 
standards  i n  school  newspapers  that  you  demand  when 
you  are  buying  school  textbooks.  Two  of  the  new 
-Mimeograph  duplicators  to  help  you  are  the  Model  90 
(shown  here) — and  the  .^lo.lel  91  (in  the  picture  above). 


HI  he  hrst  step  in  any  public  rela¬ 
tions  campaign  for  public  schools 
is  the  school  newspaper. 

Many  school  systems  through¬ 
out  the  country  have  proved  that  well- 
edited,  well-produced  school  papers  can 
inform  parents  of  the  work  of  the  school, 
influence  them  tosupport  school  activities,  in¬ 
crease  pupil  interest  in  class  work,  and  create 
good  will  for  the  school  in  the  community. 

.And  in  thousands  of  schools,  this  basic 
public  relations  job  is  being  done — econom¬ 
ically  and  by  the  pupils  themselves— with 
the  help  of  the  Mimeograph  duplicator  and 
Mimeograph  brand  supplies.  In  many  cases, 
the  school  paper  has  actually  repaid  the  in¬ 
vestment  in  equipment  and  shown  a  profit — 
money  .orotherschool  projectsand  activities. 

If  }  our  schtxils  haven't  taken  th  s  forward 
step  in  educational  progress,  write  .A.  B. 
Dick  Company,  Chicago,  or  telephone  our 


A.  B.  nU'K  COMPANY.  IVpt.  J-1040 
ti'J  v> .  JiM'ktinn  Hlvd..  III. 

4S*»n  !  ni  •  fr%*e  copit'a  of  ih<*  folcicn*  rlM*ck«i; 

—  “A  National  Scrvi«*«*  lt»r  Pubitca* 

—  ‘’Thi*  .\ll*Purpom»  DupliratorforSi’hooU*' 

—  ‘Thx*  Viilhili^y  Yar  wtUk” 

Siime  . 


MIMEOGRAPH  IS  the  trade-mark  of  a.  b.  dick  company. 

CHICAGO.  REGISTERED  IN  THE  U.  S.  PATENT  OFFICE 
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faithful  to  life! 

EDWIN  MARKHAM 


“The  Man  with  the  Hoe” 

and  othar  poam* 

The  vibrant  voice  of  America's  beloved  poet  has 
been  recorded  reciting  his  stirring  masterpiece. 
This  TIMELY  recording  is  presented  in  a  unique 
memorial  package  showing  Edwin  Markham’s  pic¬ 
ture,  a  facsimile  of  his  handwriting,  the  words  of 
his  great  poem  and  a  half-tone  copy  of  Millet's 
painting  of  "'The  Man  with  the  Hoe.” 

ONE  yZ"  record  sent  post-paid . $2.00 

CONTENTS:  Th«  Man  with  the  Hoe— Preaaredneii— 
Duty — Outwitted — The  Third  Wander — All  In  the  Emphatit. 

TIMELY  RECORDS.  INC. 

128  West  23rd  Street.  Dept.  N..  New  York.  N.  Y. 


Do  you 
Score  100% 
in  English? 

Bo;lin  and  Tailor's 

Iten-a-week 

I  FOR  BETTER  ENGLISH 
I  Price  $.35 

j  Here  is  a  new  type  workbook,  ar- 
I  ranged  in  thirty  well  planned  units  of 
j  ten  sentences  each  week,  covering  the 
I  entire  field  of  elementary  English.  By 
I  completing  the  exercises,  you  will 
j  gain  mastery  of  every  vital  phase  of 
I  Grammar  and  good  English  usage  dur- 
I  ing  the  school  year. 

iThe  exercises  are  motivated  by  clever 
cartoons  to  stimulate  100%  results  and 
ample  provision  is  made  for  remedial 
work. 

I  U  rite  to  Dept.  SS  for  free  smmple  page 
I  of  this  helpful  workbook. 

I  Noble  &  Noble,  Publishers,  Inc. 

I  100  Fifth  Avenue  New  York 


New  Jersey  Association  of 
School  Secretaries 

WELCOME! 

All  of  us  here  at  the  Traymore  will  be  delighted 
to  have  you  with  us  November  9th  and  10th 
and  you  can  be  sure  that  everyone  on  the  staff 
will  be  at  your  call  every  minute.  Stretch  out  on 
broad  sun-decks.  Tune  up  in  the  Health  Baths. 
Sup  in  the  Stratosphere  Room  or  Submarine 
Grill.  Enjoy  year  around  golf  on  summer  grass 
greens  and  the  diversions  of  Atlantic  City% 

THE 

IMYMORE 

ON  IHE  BOARDWALK  ATLANTIC  CITY 

Bennett  E.  Tousley,  General  Manager 


Published  October,  January  and  April  by 

The  National  Association 
of  School  Secretaries 


VOLUME  6 
NUMBER  1 


OFFICERS 

VIRGINIA  A.  HALSEY,  President  HELEN  K.  AITKEN,  Vice-President 

Montclair,  New  Jersey  Glendale,  California 

MARGARET  V.  KfflNAN,  Vice-President  BELLE  S.  KUEHNY,  Recording  Secretary 

Salem,  New  Jersey  Los  Angeles,  California 

ANNE  J.  CRITCHLOW,  Vice-President  GWEN  D.  MOSER,  Corresponding  Secretai 
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An  association  can  develop  and  pro¬ 
gress  in  projtortion  to  the  spirit  that  radi¬ 
ates  from  its  nienihers.  Those  of  yon  who 
were  fortunate  enough  to  he  able  to  attend 
the  Milwaukee  Convention  were  impressed 
by  the  comradeship  of  the  over  two  hun¬ 
dred  secretaries  who  played  and  worked 
together,  not  for  a  day,  but  for  six  full 
days.  The  little  courtesies  that  were  ex¬ 
changed.  the  whole-hearted  fun  that  was 
expressed,  and  the  inspiration  that  fired 
the  group  was  a  rare  sight. 

The  lovely  things  that  the  members  did 
for  me  from  the  time  the  Convention 
opened  with  the  dance  when  Elherta  Mac- 
gregor  lead  the  group  in  singing  two  songs 
dedicated  to  me — “I  Love  You  Truly"  and 
"Pal  of  Mine” — till  the  German  supper 
when  I  relinquished  the  office  of  President, 
filled  me  with  eternal  gratitude  for  the 
honor  you  had  done  me.  not  only  in  mak¬ 
ing  me  your  President,  but  in  extending 
me  your  friendship  and  help. 


The  beautiful  leather  book  containing 
the  resolutions  which  made  me  a  "life 
member"  in  the  Association  came  as  a 
great  surprise.  It  will  always  be  cherished 
and  it  will  be  symbolic  of  the  happy  years 
we  spent  working  together  toward  making 
a  profession  of  our  position. 

For  all  the  many  expressions  of  your 
friendship,  those  resolutions,  the  many 
letters  and  greetings  that  have  come  to 
me.  some  from  members  whom  I  know  only 
through  correspondence.  I  thank  you. 

You  have  elected  a  most  capable  leader, 
Mrs.  Virginia  Halsey.  I  know  you  will 
extend  her  the  same  loyal  spirit  of  com¬ 
radeship  that  you  gave  to  me. 

I  hope  you  will  still  continue  to  write 
me  and  feel  assured  that  I  am  always  in¬ 
terested  in  your  problems. 

If  you  come  to  or  through  Philadelphia, 
be  sure  to  let  me  know  so  that  we  can 
share  a  few  hours  together. 

Louise  H.  Henderson. 


DR.  RER  E.  ERAHilH 

Superintendent  of  Schools,  Pittsburgh,  Pennsylvania 

CaienAd,  ta 

filaiauuil  Sec/ieioAif. 


In  the  tremendous  task  which  confronts 
the  United  States  today,  education  assumes 
major  significance.  In  the  battle  to  pro¬ 
tect.  defend,  and  preserve  our  democratic 
way  of  life  again.st  the  totalitarianism  that 
is  sweeping  the  continent  of  Europe,  the 
school  is  foremost  in  the  first  line  of  de¬ 
fense.  It  is  our  weapon  of  internal  de¬ 
fense.  U|>on  it  now.  as  never  before,  rest 
the  privilege  and  the  responsibility  of 
keeping  vital  the  principles  of  American 
democracy — a  privilege  and  a  responsibil¬ 
ity  that  call  for  the  devoted  efforts  of  all 
concerned  with  the  w«>rk  of  the  school. 

In  this  work  of  the  sch(MtI  the  school 
secretary  shares  in  no  small  way.  As  the 
ally  of  superintendent,  principal,  and 
teacher,  she  has  a  definite  contribution 
to  make.  By  her  intelligent  cooperation, 
their  work  is  lightened.  .As  a  valuable 
•secretarial  assistant,  she  is  able  to  relieve 
the  administrator  of  duties  which,  if  |)er- 
sonally  performed  by  him.  would  deprive 
him  of  time  needed  for  other  duties  which 
he  alone  can  perform.  Her  technical  skill 
and  competence,  her  accuracy  in  English, 
spelling,  and  arithmetic,  her  housekeeping 
ability,  her  neatness,  are  as.sets  in  the 
management  of  the  .school. 

However,  it  is  through  her  personal 
qualifications  that  she  renders  the  greatest 
service.  Her  umpiestioned  loyalty  con¬ 
tributes  to  the  administrator's  success. 
She  realizes  that  in  his  office  her  actions 
will  be  considered  as  bearing  the  stamp 
of  his  approval.  Accordingly  in  all  con¬ 
versation.  both  in  the  office  and  over  the 
phone,  she  observes  the  utmost  discretion. 
The  confidential  nature  of  her  work  gov¬ 
erns  her  extra-office  relations.  She  does 
not  talk  about  school  affairs,  even  to  her 
family.  Incidents  <>ccurring  in  the  office 


of  the  principal  or  superintendent  are  not 
discussed  elsewhere.  The  school’s  busi¬ 
ness  remains  in  the  .scIumiI.  as  far  as  she 
is  concerned. 

Her  courteous  attitude  and  businesslike 
bearing  create  the  atmosphere  of  the  office. 
She  makes  people  feel  at  home,  but  dis¬ 
courages  those  who  are  inclined  to  visit 
and  gossip.  Frecpiently  her  manner  does 
much  to  temper  the  storm  of  the  visits  of 
angry  parents,  changing  their  attitude 
without  arousing  resentment.  She  remem¬ 
bers  names  and  welcomes  visit<»rs  by  name. 
Courte.sy  is,  perhaps,  her  greatest  asset. 

Surely  the  school  secretary  has  her  part 
in  the  work  of  the  school,  and.  by  aiding 
the  administrator  and  the  teacher,  she  has 
a  share  in  the  great  work  of  instilling  into 
the  future  citizens  of  America  democratic 
ideals  and  principles. 
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Before  the  National  AssociatH>n  of 
School  Secretaries  was  formed,  a  school 
secretary  was  thought  of  as  a  clerical 
worker,  but  because  of  group  planning, 
made  possible  by  our  organization,  educa¬ 
tors  and  lay  people  throughout  the  United 
States  have  a  b.^tter  appreciation  of  the 
importance  of  the  position  and  realize  that 
it  is  an  integral  part  of  the  educational 
system.  They  have  become  conscious  of 
the  service,  tolerance  and  tactfulness  found 
in  a  school  office. 


A  school  secretary  always  tries  to  give 
such  sympathetic  understanding  to  each 
problem  which  confronts  her  that  her  as¬ 
sociates  rely  entirely  upon  her  judgment. 
She  has  an  interest  in  others  to  such  an 
extent  that  she  is  able  to  forget  herself 
completely  and  think  only  of  what  she 
can  do  to  help  others.  As  compensation 
for  this  kind  of  service  she  is  continually 
learning  new  things,  absorbing  new  ideas 
and  growing  into  a  greater  personality 
which  obviously  increase  her  value  to  edu¬ 
cation  and  the  school  system. 

Hand  in  hand  with  service  goes  toler¬ 
ance.  It  is  so  easy  to  forget  that  we  all 
make  mistakes  and  that  the  other  fellow 
isn’t  always  wrong.  None  of  us  are  infal¬ 
lible  and  the  school  secretary  must  remem¬ 
ber  this  whenever  it  becomes  necessary  to 
correct  another’s  error.  A  pleasant  man¬ 
ner  and  a  kind  word  accomplish  more  in 
such  a  situation  than  harsh  criticism.  The 
smooth  running  of  any  school  or  school 
system  centers  in  the  office  and  the  secre¬ 
tary  tries  to  remember  that  no  one  likes 
to  be  reminded  of  his  mistakes. 


Many  people  come  into  a  sch<»ol  office 
during  the  course  of  a  day  and  the  school 
secretary  needs  to  be  tactful  in  dealing 


with  her  diversified  problems.  She  has 
learned  that  tactfulness  is  an  art  and  re¬ 
quires  learning  “to  think  before  you 
speak.” 

Children,  parents,  teachers  and  the  gen¬ 
eral  public  know  the  school  secretary  as 
a  friend  to  whom  they  can  turn.  She  is 
straightforward  and  upright  and  has  the 
confidence  of  everybody.  She  always 
keeps  her  word  and  people  feel  they  can 
rely  on  her  implicitly.  She  goes  about 
her  daily  tasks  in  a  quiet  unassuming 
manner  and  receives  the  wholehearted  ad¬ 
miration  of  all. 

During  the  six  years  of  its  existence  the 
National  Association  has  emphasized  these 
qualities  of  the  school  secretary.  But.  in 
order  to  promote  the  welfare  of  the  group 
and  eventually  attain  professional  recog¬ 
nition  for  the  position,  every  member  must 
give  her  full  support  to  the  organization 
and  stress  at  all  times  the  importance  of 
the  service  she  is  rendering  to  the  school 
and  the  community. 


Atlantic  City  Meeting 

February  22  and  23.  1941 

The  headquarters  for  the  February  meet¬ 
ing  which  will  be  held  on  Saturday  and 
Sunday,  February  22  and  23.  in  con¬ 
junction  with  that  of  the  American  Asso¬ 
ciation  of  School  Administrators,  will  be 
the  Hotel  Traymore  in  Atlantic  City,  New 
Jersey.  A  block  of  rooms  is  being  set 
aside  for  our  use  and  reservations  may  be 
made  by  writing  directly  to  Mr.  Leonard 
G.  Rundstrom.  Hotel  Traymore,  Atlantic 
City,  New  Jersey.  We  suggest  that  you 
make  your  reservations  as  early  as  possible. 
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74e  POW  WOW 

By  SQUAW  ELBERTA  MACGREGOR 
Michigan  Tribe 


MILWAUKEE  CONVENTION  COMMITTEE  MEMBERS 

We  in  Milwaukee  sincerely  hope  that  all  our  visitors  enjoyed  them¬ 
selves  in  attending  the  Convention  as  much  as  we  did  in  preparing 
and  planning  the  activities.  We  want  them  to  visit  us  soon  again. 

Evelyn  Baumann  —  Co-Chairmen  —  Betty  Zimmermann 


Bernice  Baumann 
Evelyn  Block 
Sylvia  Brooks 
Marion  Ericksen 
Carol  Hafmeisler 
Ottilie  Heinz 
Dorothy  Holman 


Rose  Huber 
Em’ly  Hulter 
Beatrice  Koch 
Kathryn  Koepke 
Paula  Lane 
Esther  Lawrie 
Ruth  Leslie 


Emm.a  Martz 
Verna  Meinecke 
Dorothy  Perqande 
Therese  Fimiskern 
Alice  Ouinn 
Ne’da  Schroeder 
Myrtle  Schuermann 


Olive  Silqman 
Ethel  Spraque 
Eleanora  Trabbold 
Hazel  Wells 
Mary  Wisslinq 
Mayme  Zacher 


OFFICIAL  PROGRAM 

San  itn\Y.  Ji  \k  29 

9:(X)  p.m. — Danof  Kli/alicllian  Houni.  Mil¬ 
waukee  Athletic’  Gliili. 

St  M)AY.  Ji  \K  30 

9:(K)  a.ni.-2:00  p.ni.  —  Re^i-lraticm  —  lintel 
Astnr.  Headcpiarters. 

2:00-l':()0  p.ni. — Kece,"tiiin  an  1  Tea  {jiven  liy 
Milwaukee  Association.  Hotel  \*tor  Roof 
Garden. 

4:30  p.ni.— Aesper  .“sera  ice.  }:ivcn  hy  N.K.A. 
at  the  .Milwaukee  Anditoriiini. 

6:30  p.ni.--MntTet  Supper  and  Skit,  {then  hy 
Milwaukee  Association.  \  endian  Kooni. 
Hotel  Astor. 

Monday.  Ji  ly  1 

7  :.30  a.m. — Breakfast.  Hotel  Medford.  <iiven 
to  all  out-of-stale  memhers  hy  W  isconsin 
Association. 

9:30  a.ni.-3:00  p.m. — Tour— Garnalioii  Milk 
(iompany.  Buffet  Luncheon  at  Draper 
Hall  at  Oconomowoc. 

9:(K)  p.m.  -N'.E.A.  Reception  to  President 
Hinrichs.  Oyslal  Ballroom.  Hotel  .Schroe¬ 
der. 

Tl  KsDAY.  ji  1.Y  2 

9:00  a.m. — ('onference  (Groups  for  Klemeii- 
tary.  .Secondary,  and  Administrative  Secre¬ 
taries,  Hotel  Astor  Roof  (iarden. 

1:(M)  p.m. — .Main  Luncheon  Mectiii}:.  Mil¬ 
waukee  Athletic  Gliih. 

8:00  p.m. — Boat  Trip  on  Milwaukee  Bay. 

WkDNKsDAY.  JlLY  3 

9:(X)  a.m. — Delejtale  .Meetin*:,  Hotel  Astor 
Roof  Garden. 

10:00-12:00  a.m. — Sifthtseeinv  Tour. 

1:00  p.m. — .‘special  Demonstration  hy  Exhib¬ 
itors.  Headipiarters.  Hotel  Astor.  East  Par¬ 
lor. 

2:30  p.m. —  Round  Table  Discussion.  Topic: 
Profc’ssionalizin"  the  Position  of  .School 
Secretary,  Hotel  Astor  Roof  Garden. 


8:00  p.m.'  Lecture  and  Reception— Milwau¬ 
kee  .Athletic  Gluh.  Eli/ahelhan  Room. 
Lecture  hy  Dr.  William  Kilpatrick.  Pro¬ 
fessor  Emeritus.  Tc-achers’  College,  Colum¬ 
bia  I’niversily,  followed  hy  a  rcM’cplion  to 
Presidents  of  .State  and  Local  Teachers’ 
Clubs. 

Till  RSDXY,  jl  LY  4 

8:00  a.m. — Breakfast  Meeting  of  Representa¬ 
tives  of  Affiliated  Groups.  \  endian  Room, 
Hotel  Astor. 

10:00  a.m. — Local  an, I  Slate  Presidents’ 
Meeting.  Hotel  Astor  Roof  Garden. 

2:00  p.m. — Business  Meeting.  Hotel  .Astor 
Roof  (iarden. 

6:30  p.m.  — (Jerman  Dinner.  A'enelian  Rmim. 
Hotel  .Astor. 

9:(X)  p.m. —  Fireworks  Display  presented  at 
the  Lake  front  and  from  17  parks,  viewed 
from  the  Roof  (>arden.  Hotel  .Astor. 

Fkiday,  Ji  ly  .3 

10:(X)  a.m.  Tour.  Pahsi  Brewery  (Company. 

This  inspiring  and  delightful  program 
was  planned  hy  Evelyn  Baumann  and 
Betty  Zimmermann  of  Milwaukee  in  co¬ 
operation  with  the  national  officers  and 
carried  out  hy  the  Milwaukee  and  Wis¬ 
consin  associations.  A  trihiite  of  high 
praise  is  tiue  those  girls  who  gave  so 
freely  of  their  time  and  energy  and  who 
worked  untiringly  in  order  that  their  plans 
for  our  pleasure  might  he  realized. 

On  Saturday  evening.  June  29,  the  As¬ 
tor  Hotel  in  Milwaukee  was  the  scene  of 
much  activity  as  the  parade  of  smart  and 
formally  garbed  secretaries  began  across 
(Continued  on  Page  14) 
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BELLE  S.  KUEHNY 


"Teach  that  which  gii'cs  intelligence 
and  skill,  but  forget  not  soul  cul¬ 
ture,  for  out  of  this  conies  the  more 
abundant  life  bringing  forth  the 
fruits  of  the  spirit.  These  are  the 
real  fundamentals  in  education,  for 
character  is  higher  than  intellect 
and  the  soul  shall  never  die." 

— Randall  J.  Condon. 

It  is  a  real  pleasure  to  extend  greetings 
to  our  members  of  former  years  and  to  the 
new  members  at  tlie  beginning  of  this 
school  year.  I  wish  htr  you  the  very  hap¬ 
piest  and  the  most  successful  school  year 
you  have  ever  had. 

What  promises  this  year  ludds!  Never 
has  the  .National  Secretary  had  a  greater 
opportunity  to  be  of  real  service.  Through 
its  medium  we  can  impart  to  others  ways 
and  means  of  helpfulness  and  inspiration. 

During  this  period  of  strife  and  confus¬ 
ing  world  events  each  of  us  must  hold  to 


our  ideals  and  meet  the  problems  that  con¬ 
front  us  with  a  sincerity  of  purpose  and 
a  clear  open  mind.  Everywhere  in  the 
educational  world  there  is  a  new  serious¬ 
ness  of  purpose  evident — a  seriousness 
that  obviously  comes  from  the  desire  to 
preserve  our  great  democratic  institutions. 
W'e.  ti>o.  have  our  place  in  the  building 
and  holding  of  these  ideals  in  the  minds 
of  the  boys  and  girls  with  whom  we  come 
in  contact.  Now  is  the  time  to  bring  into 
play  the  real  im|)ortance  that  our  position 
means  in  the  welfare  of  the  school  and 
community. 

THANK  YOU 

MR.  E.  M.  GOVE 
McManus,  John  &  Adams,  Inc. 

Detroit,  Michigan 

for  making  the  cuts  which  appeared  in 
this  issue.  We  deeply  appreciate  this 
contribution. 


Some  of  our  Milwaukee  Hostesses  and  President  on  the  Astor  Roof — included  in  the  aboee,  from  left  to 
right — Evelyn  Baumann,  Betty  Zimmermann,  Sylvia  Brooks,  Dr.  Milton  C.  Potter  and  Louise  Henderson. 


(ieUing  the  Most  Out  of  It 

HELEN  K.  AITKEN 
Vice-President — Membership 


Full  enjoyment  of  any  subject  cannot 
Ik*  obtained  unless  one  has  a  complete 
knowledge  of  tbe  subject. 

Remember  what  a  task  it  was  to  learn 
to  drive  an  automobile,  and  during  tbe 
period  of  learning,  how  much  more  you 
would  rather  have  walked  to  the  store 
three  blocks  away  than  to  have  driven 
the  car  and  parked  it?  Laugh  about  it 
now,  but  in  the  beginning,  it  was  a  heavy 
matter. 

\Xell.  take  your  job  for  instance,  re¬ 
member  your  first  month  on  your  job?  It 
was  anything  but  enjoyable;  you  were  not 
familiar  with  the  location  of  people  and 
materials,  the  typewriter  was  different 
from  the  one  you  had  previously  used, 
the  personnel  around  you  seemed  nice  but 
the  ac(|uaintance  was  so  new.  and  you 
w'ondered  whether  or  not  you  were  doing 
your  duties  in  the  manner  your  superiors 
wanted  them  done.  You  rather  felt  like 
a  fish  out  of  water — completely  out  of 
everything  of  which  you  wished  to  be  a 
part. 

In  the  case  of  your  car.  your  jol) — as 
in  the  case  of  any  new  and  unfamiliar 
situation  which  presents  itself,  it’s  up  to 
you  to  become  master  of  the  problem 
tbrough  your  own  efforts  and  interest  be¬ 
fore  you  can  experience  a  full  enjoyment 
and  satisfaction  in  it. 

There  is  so  much  that  is  enjoyable  and 
wortbwbile  in  tbe  National  .\ssociation  of 
-Sbool  Secretaries  for  all  eligible  mem¬ 
bers.  You  wbo  have  already  joined  have 
expressed  your  realization  of  this  fact  and 
can  do  nuich  to  further  the  professional 
status  of  the  school  secretary.  In  joining 
the  Association  you  have  taken  the  first 
important  step,  but  don't  let  that  be  your 
stopping  place.  Only  by  constantly  in¬ 
creasing  membership,  activities,  and  con¬ 
tacts  can  the  National  realize  its  desire 
t«»  bring  its  many  professionalizing  and 


enjoyable  opportunities  to  tbe  large  ma¬ 
jority,  if  not  to  all  school  clerks  and 
secretaries  tbrougbout  the  llnited  States. 
Continued  success  rests  on  the  interest 
and  cooperation  of  present  members. 

You  are  endowed  with  a  priceless  qual¬ 
ity — the  ability  to  think!  Thinking  cre¬ 
ates  thoughts,  and  Thought  is  the  motor  be¬ 
hind  all  man’s  accomplishments.  Through 
constructive  thought  and  effort  on  your 
part,  you  can  create  something  extremely 
valuable  to  others  in  your  field.  In  the 
National  .Association  of  School  Secretaries 
there  are  hundreds  of  fine  people,  doing 
the  same  kind  of  work  yim  are  doing, 
who  could  be  benefited  by  your  experi¬ 
ences  and  fellowship;  and  you  would 
profit  to<t,  through  new  friendships  formed. 

You  possess  a  personality!  Develop  it 
to  the  fullest  and  share  it — not  only  with 
your  immediate  friends  but  with  your  fel¬ 
low-secretaries  through  contacts  open  to 
you  in  your  local,  state,  and  national  asso¬ 
ciations  of  school  secretaries.  If  you  have 
a  message  or  an  idea  by  which  you  feel 
the  group  as  a  whole  might  benefit,  write 
it  out  and  forward  it  to  the  National  Asso¬ 
ciation  to  be  used  in  the  magazine  or  to 
be  taken  up  for  consideration  by  the  offi¬ 
cers  of  the  organization.  Or,  contact  the 
secretary  in  your  state  who  has  assumed 
the  office  of  State  Membership  Chairman 
to  the  National,  and  express  your  willing¬ 
ness  to  assist  her  in  the  state  membership 
program.  By  giving  of  yourself  and  your 
time,  you  will  develop  ability,  personality, 
friendliness,  and  an  interest  in  others  that 
will  greatly  enrich  your  own  life. 

Your  efforts  will  be  sincerely  appreci¬ 
ated.  and  a  personal  satisfaction  will  be 
yours  due  to  this  work.  It  will  take 
thought  and  time  on  your  part,  but  the 
return  you’ll  receive  in  ideas  and  friend¬ 
ships  will  more  than  repay  whatever  you 
have  given. 


12 


Officers  and  Executive  Committee  Members — 1940-41 


VIRGINIA  A.  HALSEY 
Pieiidsnt 

Montclair,  New  leriey 


LOUISE  H.  HENDERSON 
Honorary  Preiident 
Philadelphia,  Penna, 


MARGARET  V.  KERNAN 
Vice-President 
Salem,  New  Jersey 


ANNE  I.  CRITCHLOW 
Vice-President 
Salt  Lake  City,  Utah 


HELEN  K.  AITKEN 
Vice-President 
Glendale,  California 


BEUE  S.  KUEHNY 
Recording  Secretary 
Los  Angeles,  California 


GWEN  D,  MOSER 
Corresponding  Secretary 
Washington,  D,  C, 


BETTY  ZIMMERMANN 
Treasurer 

Milwaukee,  Wisconsin 


DORIS  C.  BONAR 
Executive  Member 
Denver,  Colorado 


HELEN  M,  DEAN 
Executive  Member 
Portland,  Oregon 


MILDRED  E.  FUNK 
Executive  Member 
Highland  Park,  Michigan 


KATHERINE  E,  MITCHELL 
Executive  Member 
Pittsburgh,  Penna. 


THE  MILWAUKEE  POW  WOW 

(C.ontinued  from  Page  10) 
tile  foyer  to  the  line  of  waiting  calls  that 
conveyed  them  to  the  Milwaukee  Athletic 
Chill,  where  some  two  hundred  of  the 
city's  male  and  eligible  population  gra¬ 
ciously  awaited  the  visitors  for  the  Pre- 
Convention  Dance  in  the  Kli/.ahethan 
room  which  was  decorateil  with  gaily  col¬ 
ored  lialloons.  Whether  one  danced  or 
not.  much  pleasure  was  experienced  in 
renewing  ac(|uaintance  and  friendships 
made  on  previous  conventions.  Everyone 
eiiteri'd  into  the  gay  spirit  of  the  occasion, 
and  at  the  conclusion  of  the  evening  all 
were  assured  that  the  week  following 
would  not  hold  a  dull  moment. 

Headipiarters  for  .National  Secretaries 
was  opened  ofhcially  at  2;()()  p.m..  Sun¬ 
day.  and  was  an  efficiently  manned  office 
where  all  attending  memliers  were  re¬ 
ceived  for  registration  and  were  supplied 
with  official  program,  badge,  city  map. 
memoranda,  and  hook  of  reservation 
tickets  for  the  scheduled  events.  F'rom 
this  point  we  went  to  the  roof  garden  of 
the  hotel  for  the  tea  arranged  liy  the 
Milwaukee  secretaries.  Complimenting 
their  guests  here  were  Miss  .Sylvia  Brooks, 
president  of  that  group:  Miss  l.ouise  Hen¬ 
derson.  National  president;  Miss  l.aura 
Duggan,  professional  assistant  to  the  su¬ 
perintendent.  and  the  officers  of  the  local 
association. 

Here  again  was  an  opportunity  to  make 
new  friends  and  rejoice  in  meeting  those 
whom  we  had  so  much  enjoyed  on  similar 
and  previous  occasions.  One  liecame 
aware  at  this  time.  too.  of  the  wealth  of 
hospitality  and  watchful  attention  for  our 
pleasure  which  prevailed  at  each  succeed¬ 
ing  function. 

.\ll  who  cared  to.  went  from  the  tea  to 
the  Ves|K*r  service  conducted  in  the  city 
Auditorium.  This  event  was  the  formal 
opening  of  the  National  Education  .Asso¬ 
ciation  program  and  brought  about  the 
first  serious  note  of  our  sidiedule.  I’n'sid- 
ing  was  Miss  .\niy  Hinrichs.  N'.E..A.'s 
president,  whom  many  of  us  had  had  the 
pleasure  of  meeting  last  Feliruary  in  St. 
Louis. 

.An  atmosphere  of  reverence  and  ar¬ 


tistic  beauty  was  created  by  the  clever 
setting  of  an  a  cappella  choir,  vested  in 
maroon  colored  robes,  flanked  on  each  side 
by  -American  flags  and  huge  baskets  of 
summer  flowers. 


* 


.A  note  of  solemnity  was  struck  when 
the  Beverend  Doctor  Harry  Vieiss.  in  low¬ 
ered  tone,  paid  tribute  to  departed  mem¬ 
bers  of  the  association,  during  which  the 
lights  in  the  vast  auditorium  dimmed  and 
the  choir  completed  the  tribute  with  a 
beautiful  rendition  of  .Sullivan's  imroortal 
"As  Torrents  in  Summer.” 


Concluding  this,  the  first  day  of  the  con- 
Nention.  was  a  buffet  supper  set  in  the 
Aenetian  room  of  the  Hotel  .Astor.  where 
the  majority  of  the  visiting  secretaries 
made  their  home  for  the  week.  The  event 
was  a  triumph  of  artistic  beauty  and  ac¬ 
complishment  achieved  by  our  Milwaukee 
hostesses. 


Twelve  tables  in  \  formation  facing  the 
speakers'  table  were  each  adorned  with  a 
central  floral  piece  and  had  matching 
Hower-decked  place  cards  for  every  guest. 

One  variety  of  flower  was  used  for  each 
table  and  the  twelve  ran  the  gamut  •>f»^P 
summer  flowers  from  the  delicate  sweet 
pea  to  the  rich  and  demure  pansy.  Hanil- 
]iainted  jirograms  of  unusual  design 
adorned  each  place.  The  buffet  table  upon 
wliiclt  was  heaped  a  variety  of  cold  meats, 
salads  and  other  tempting  foods,  had  as 
its  central  decorative  piece  a  modernistic 
arrangement  of  ice  blocks  in  the  center  of 
which  were  frozen  perfect  rosebuds  and 
fern  leaves,  the  whole  being  transfused 
with  aipia  blue  light  and  set  on  a  base  of 
crushed  ice.  In  color  contrast  to  this 
central  piece  the  corners  of  the  table  were 
banked  by  graduated  yellow  tapers  set  in 
organ  pipe  formation. 

Miss  Sylvia  Brooks  was  very  impressive 
with  her  address  of  welcome,  after  which 
she  introduced  Miss  Louise  Henderson, 
who  in  turn  introiliiced  all  of  the  national 
officers.  Miss  Brooks  then  presented  the 
memliers  of  her  various  committees,  whom 
we  were  sure  had  individually  contributed 
much  toward  the  success  of  the  week’s 
program.  F'ollowing  these  formalities  was 
the  skit  presented  by  the  Milwaukee  sec- 
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retaries.  This  play,  an  adaptation  from 
"Wliat  a  Life.”  by  Clifford  Goldsmith,  was 
excellently  done  and  added  much  levity  to 
the  occasion. 

When  we  retired  that  night  after  a  day 
packed  so  full  of  inspiring  experiences 
and  sheer  enjoyment,  we  were  conscious 
of  mixed  feelings  of  pride,  satisfaction 
and  gratitude — pride  in  an  organization 
that  could  boast  a  membership  for  which 
these  elaborate  plans  were  laid,  and  satis¬ 
faction  and  gratitude  toward  those  girls 
in  charge,  for  their  accomplishment. 

Breakfast  Monday  morning  at  the  Med¬ 
ford  Hotel,  a  complimentary  gesture  by 
the  State  Secretaries  Association  of  \\  is- 
consin.  was  an  attractively  appointed  af¬ 
fair,  and  from  this  point  we  started  on  our 
Carnation  Milk  Tour  at  Oconomowoc. 

A  bus  accommodated  about  thirty  of  the 
group.  The  remainder  went  by  train,  the 
trip  taking  nearly  an  hour  and  a  half. 
Our  bus  driver  was  eipially  entertaining 
as  travelogue  artist  and  song  leader,  and 
his  geniality  was  appreciated  by  all  bis 
passengers. 

The  office  or  front  building  of  the  Car¬ 
nation  I’lant  is  a  trim  white  structure  sur- 
lounded  by  hedge  and  a  formal  garden 
stretching  down'  to  the  street.  There  as¬ 
sembled.  as  a  perfect  reception  comndt- 
tee.  were  officers  i>f  the  company  who  met 
us  upon  <iur  arrival.  As  one  admiring 
young  secretary  has  already  stated.  “We 
were  overwhelmed  at  the  sight  of  those 
handsome  carnation  bedecked  gentlemen 
and  burst  forth  singing.  ‘I.et  Me  Call  You 
Sweetheart.”  and  did  they  love  it?” 

In  groups  of  eighteen  we  were  escorted 
through  the  plant  and  laboratories  of  tbe 
Carnation  company  and  were  given  a 
complete  demonstration  of  the  process 
through  which  milk  passes  from  the  re¬ 
ceiving  docks  to  the  final  labeling  and 
boxing  of  tbe  trim  red  and  white  cans  of 
“Irradiated  Carnation  Milk.” 

There  was  time  left  before  luncheon  to 
visit  the  new  Oconomowoc  High  School, 
under  the  guidance  of  the  secretary  to  the 
superintendent  there.  This  proved  very 
.  interesting,  for  the  school  location,  the 
building  and  modern  e(|uipment  were  all 


that  could  be  desired,  especially  from  a 
school  secretary’s  viewpoint. 

Tbe  old  world  atmosphere  of  Draper 
Hall  was  emphasized  by  the  colorful  group 
of  musicians  who  serenaded  us  as  we  ar¬ 
rived  and  entertained  throughout  the 
luncheon.  On  the  spacious  lawns  sur¬ 
rounded  by  giant  oaks  and  stretching  down 
to  the  shore  of  Fowler  Lake,  long  tables 
were  arranged,  and  on  their  gleaming 
white  cloths  were  set  huge  baskets  of  red 
carnations  which  expressed  the  good  taste 
and  the  trade  mark  of  our  hosts.  After 
partaking  of  a  very  fine  luncheon,  the 
sales  manager  of  Carnation  company  gave 
a  short  talk  on  company  policies,  to  which 
Miss  Louise  Henderson,  in  a  few  well- 
chosen  words,  on  behalf  <»f  the  secretaries, 
thanked  the  advertising  manager.  Mr.  G. 
S.  Thompson,  for  a  delightful  and  instruc¬ 
tive  morning’s  pleasure. 

U|)on  returning  to  the  city,  time  had 
been  arranged  for  individual  shopping 
tours  and  other  diversities. 

An  invitation  from  the  National  Educa¬ 
tion  Association  to  attend  the  reception 
honoring  their  president.  Miss  Amy  Hin- 
richs.  was  much  a|)preciated  by  members 
of  our  organization.  It  was  a  further 
pleasure  to  meet  three  of  our  own  officers 
in  the  receiving  line.  The  occasion  was 
a  brilliant  one  and  dancing  followed  the 
reception.  This  occasion  took  place  in  the 
Crystal  Ballroom  of  the  Schroeder  Hotel. 

The  meeting  for  Conference  Groups  for 
Elementary.  Secondary  and  Administra¬ 
tive  Secretaries  proved  most  interesting. 
Many  worth-while  subjects  were  discussed 
and  <|uestions  were  exchanged  concerning 
civil  service  re(|uirements.  certification  and 
tenure.  Methods  of  standardizing  the  pro¬ 
fession  of  the  sclntol  secretary  and  a  keen 
desire  for  professional  growth  were  the 
keynote  of  the  discussion.  The  subjects 
proved  so  interesting  that  time  to  adjourn 
was  called  in  order  that  we  could  meet 
promptly  for  the  luncheon  meeting.  These 
tofiics  discussed,  however,  were  well  cov¬ 
ered  at  the  round  table  meeting  the  fid- 
lowing  day.  and  c«»pies  of  the  papers  sub¬ 
mitted  may  be  had  for  the  very  small  cost 
of  mimeographing  an<l  mailing. 

(Continued  on  Page  29) 
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Dr.  William  Kilpatrick 
Addresses  The  National 
Association  oi  School 
Secretaries  at  Milwaukee 

Dr.  Kilpatrick  opened  liis  addre^^s  en¬ 
titled.  “The  School  Secretary  and  the 
Real  \^ork  <»f  Education.”  by  ^<tating  that 
the  school  secretary’s  work  looks  in  three 
directions.  First,  and  easiest,  the  secre¬ 
tary  is  the  keeper  of  school  records;  sec¬ 
ond.  and  more  difficult  and  important  is 
her  work  in  personal  public  relations;  and 
third,  easier  perhaps,  but  most  important 
of  all  is  the  inside  school  relations.  By 
this  he  meant  the  secretary  had  to  help 
keep  the  Superintendent  properly  in¬ 
formed.  help  the  teachers  understand  par¬ 
ticular  pupil  needs,  and  advise  pupils. 

Dr.  Kilpatrick  pointed  out  that  secre¬ 
taries  know  all  this  “a  million  times”  bet¬ 
ter  than  he,  but  he  emphasized  the  fact 
that  if  the  secretaries  “don’t  understand 
as  a  background  knowledge  what  the 
whole  thing  is  about”  the  work  will  be  in¬ 
adequate  along  all  three  lines  named 
above. 

Dr.  Kilpatrick  emphasized  the  fact  that 
education  is  changing  and  that  we  are  in 
the  midst  of  some  deep  cutting  shifts  in 
educational  theory  and  practice.  Un¬ 
fortunately.  many  concerned  do  not  under¬ 
stand  these  shifts.  He  said  that  education 
is  no  longer  simply,  or  primarily,  a  hand¬ 
ing  down  from  above  where  docility  is  the 
chief  virtue.  Rather  it  is  a  building  up  of 
character  and  personality  in  the  learner 
himself  by  wbat  he  actively  and  creatively 
does.  It  is  true  that  the  child  learns 
from  his  elders  and  from  books,  but  in¬ 
herently  he  learns  what  he  needs  in  and 
for  his  own  life. 

The  new  idea  is  that  learning,  in  and 
for  living,  actually  goes  on  all  the  time. 
“Each  learns  what  he  lives  AS  HE  AC¬ 
CEPTS  IT"  and  what  is  learned  is  built 
then  and  there  into  character.  The  funda¬ 
mental  conception  of  the  learning  has  thus 
shifted. 

Education  must  cease  to  be  authoritarian 
and  become  truly  democratic.  The  child 
will  learn  what  he  lives.  To  learn  de¬ 


mocracy.  therefore,  the  child  must  “LIVE 
IT”  in  his  own  heart  and  life.  He  must 
learn  to  make  shared  decisions  and  to  re¬ 
spect  other  per.sonalities. 

Traditional  education  has  been  highly  Ai 
autocratic.  The  curriculum  was  made  in 
advance  and  handed  down;  methods  of 
teaching  were  “staff”  determined  then 
handed  down;  teachers  made  decisions 
which  the  pupils  were  forced  to  accept. 

In  the  newer  kind  of  education  admin¬ 
istrators  must  share  decisions  with  teach¬ 
ers  and  teachers  in  turn  must  put  as 
much  responsibility  upon  the  children  as 
they  can  digest,  increasing  the  range  and 
depth  as  they  learn  how.  The  aim  is  to 
build  self-direction  by  giving  self-direction 
a  chance  to  act. 

This  plan  does  not  “spoil”  the  child,  it 
does  exactly  the  opposite.  It  is  the  only 
way  of  neither  spoiling  nor  making  mal¬ 
adjusted  persons.  The  school  ceases  to  be 
merely  intellectualistic  and  cares  now  for 
the  wlude  child.  Personality  becomes  the 
one  inclusive  aim. 

The  old  school  sacrificed  personality — 
especially  of  the  non-intellectual — to 

courses  of  study,  marks,  reports  and  pro¬ 
motions.  The  new  would  abolish  all  these. 
There  would  be  no  courses  fixed  in  ad- 
.(Continued  on  Page  33) 


16 


Dear  Fellow  Secretaries: 

‘‘Heigh-ho!  Back  to  work  we  go!  What 
a  privilege  it  is  this  year  of  all  years  to 
have  work  to  go  back  to!  When  so  much 
of  the  entire  world  is  being  given  over  to 
war,  and  all  the  finer  things  of  life  for 
which  people  have  struggled  over  the  long 
centuries  seem  to  be  lost  and  are  disap¬ 
pearing  under  the  terrible  holocaust  in¬ 
volving  so  many  countries,  all  of  us  who 
live  in  these  United  States  and  who  have 
constructive  work  to  do,  should  surely  of 
all  people,  he  most  proud  and  happy. 

Again  in  September  schools  bells  have 
been  ringing  all  over  this  broad  land,  call¬ 
ing  boys  and  girls  back  to  classrooms.  It 
is  with  a  deepened  sense  of  responsibility 
that  all  persons  connected  with  education 
dedicate  themselves  anew  to  the  preserva¬ 
tion  of  our  democratic  principles,  and  to 
the  training  of  American  youth  in  loyalty 
to  these  principles  so  that  they  may  not 
perish  from  the  earth. 

As  we  start  a  new  year  under  new 
leadership,  we  wish  to  pause  a  moment 
and  pay  tribute  to  the  one  whose  foresight, 
untiring  energy,  and  sound  judgment  has 
made  our  organization  what  it  now  is  in 
such  a  few  short  years.  Louise  Hender¬ 
son’s  name  will  always  be  a  cherished  one 
in  this  group.  To  our  new  president,  Vir¬ 
ginia  Halsey,  we  pledge  allegiance,  and 
hope  that  we  may  measure  up  to  the  g(tal 
set  for  us  by  her  own  high  ideals. 

I  am  asking  at  this  time  that  anyone 
who  has  an  item  of  interest,  accounts  of 
meetings,  or  projects  being  undertaken 
for  the  coming  year,  will  please  send  them 
to  me  so  that  we  may  publish  them  in  the 
National  Skcretary.  We  want  to  know 
what  is  going  on  in  all  parts  of  the  coun¬ 
try,  and  so  make  this  column  a  clearing¬ 
house  for  all  members. 


With  all  good  wishes  for  a  happy  a 
successful  year  in  work  and  play. 

Your  editor, 

Florence  R.  Stlrbs, 
\orth  High  School, 
Denver,  Colorado. 


Arizona 

From  Mrs.  Grace  B.  Holt,  State  Mem¬ 
bership  Chairman  of  Arizona,  comes  word 
of  a  social  and  luncheon  meeting  early  in 
May  with  more  than  half  of  the  state 
members  present.  The  membership  of 
this  group  increased  from  seven  in  1938-39 
to  twenty-one  in  1939-40,  with  great  hopes 
of  another  marked  gain  during  the  coming 
year.  The  officers  have  been  circulating 
information  among  secretaries  over  the 
.state  and  much  interest  is  being  mani¬ 
fested.  In  November  the  association  will 
hold  its  annual  meeting  in  Tucson  at  the 
time  of  the  meeting  of  the  Arizona  Educa¬ 
tion  Association.  This  will  be  in  the  form 
of  a  dinner  and  business  session  and  we 
wish  this  new  group  a  most  successful 
year  ahead. 

California 

The  News  Letter  for  May  of  the  Los 
Angeles  Secretarial  Association  carries 
quite  detailed  information  about  the  re¬ 
tirement  system  now  in  effect  in  that  city. 
The  system  has  now  been  in  effect  for 
three  years  and  seems  to  be  working  out 
satisfactorily  to  those  concerned.  Any¬ 
one  interested  in  knowing  more  about  how 
this  functions  in  Los  Angeles,  I  feel  sure 
could  obtain  the  information  by  writing  to 
Dorothy  Dolberg,  Laurel  Street  School, 
who  is  the  new  president  of  the  associa¬ 
tion. 

This  issue  also  contains  quite  a  lengthy 
article  on  “Training  Employees  in  Public 
(Continued  on  Page  .35) 
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PANEL  DISCUSSION 

Chairman,  Dorothy  Dolberq,  Los  Angeles,  California 


The  Demand  for  Professionally.  Edu¬ 
cated  Personnel  From  the  Point  of 
View  of  the  Administrator 

The  demand  for  prefessionally  educated 
personnel  is  very  obvious.  In  fact,  it  is 
so  ol)vious  that  it  needs  very  little  reason¬ 
ing  to  justify  the  position.  In  any  and 
all  professions  tlie  workers  in  tlie  respec¬ 
tive  fields  need  to  he  educated  profession¬ 
ally.  To  the  writer  it  is  very  clear  that 
in  any  fi»dd  of  endeavor  there  are  three 
things  necessary  to  success  and  efficiency. 
Those  things  are  ( 1  )  a  thorough  mastery 
of  the  skills  of  the  job.  (2 1  the  necessary 
related  knowledge  to  the  skills,  and  (3l 
the  necessary  social  understandings  which 
are  reijuisite  to  the  job.  \\  ith  these  three 
aspects  of  any  position  or  jolt  clearly 
mastered  by  each  individual  there  is  reas¬ 
onable  assurance  of  effective  service. 

There  remains,  however,  many  other 
reasons  why  professionally  educated  per- 
sitnnel  is  in  demand.  Time  will  not  permit 
the  listing  of  all  reasons,  hence,  ttniy  one 
will  he  attempted,  namely,  the  mutual  un¬ 
derstanding  of  the  administrator  and  the 
personnel. 

Take,  for  example,  in  the  field  of  educa¬ 
tion  the  Superintendent  is  assumed  to  he 
a  well  educated  individual  prepared  in 
the  very  highest  sense  for  his  task.  This 
assumption  implies  that  he  has  had  n<tt 
only  the  necessary  academic  preparation 
hut  also  the  professional.  In  this  event 
he  will  he  using  terminology,  techniques, 
and  procedures  well  known  to  the  profes¬ 
sional  educator,  hence  his  secretarial  force 
must  of  necessity  he  professionally  trained 
prior  to  employment  or  else  acipiire  the 
terminology,  techniciues.  and  procedures  of 
the  professionally  educated  person  after 
l)eing  employed. — Dr.  Sibnky  B.  Hai.i,. 


History  of  the  Growth  and  Develop¬ 
ment  of  the  Position  of  the  School 
Secretary 

The  history  of  the  development  of  the 
professions  of  the  world  whether  it  be 
the  profession  of  law.  ministry,  medicine, 
engineering,  or  education  reveals  that 
strength  today  for  their  profession  has 
been  gained  through  special  concern 
about  improving  the  service  rendered  to 
the  public  through  their  work.  The  or¬ 
ganizers  of  our  National  Association  were 
professionally  minded  when  they  stated 
that  the  purpose  of  the  new  organi¬ 
zation  was  "To  elevate  the  standards  of 
the  group  and  through  organization  to 
po(d  ideas  and  ideals  toward  a  more  effi- 
cient  service  to  the  school  and  the  com- 
munity."  We  have  already  taken  four 
major  steps  toward  professionalizing  the 
position  of  the  school  secretary. 

The  first  step  in  professionalizing  any 
position  has  always  been  the  interest  of 
a  few  with  the  desire  to  know  more  about 
the  job  at  baud.  They  discuss  their  prob¬ 
lems  and  methods  with  others  in  the  same 
type  of  work  and  thereby  improve  their 
service.  Therefore,  the  first  step  in  pro¬ 
fessionalizing  our  positions  was  taken  when 
local  organizations  of  school  secretaries 
were  first  started.  From  this  interest 
grew  the  state  associations  and  finally  the 
National  .Assm’iation  of  School  Secretaries 
which  today  stands  recognized  as  a  pro¬ 
fessional  organization. 

The  second  step  in  professionalizing  a 
position,  is  realizing  the  importance  of 
one's  position  to  the  entire  field  in  which 
he  is  working  and  in  addition  to  continue 
to  improve  his  service  to  the  school.  Al¬ 
though  we  may  feel  that  we  have  reached 
the  peak  of  efficiency  in  our  work,  we 
must  be  progressive  and  ever  on  the  alert 
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for  new  ideate  or  our  own  methods  may 
become  obsolete. 

The  third  step  in  professionalization  is 
gaining  recognition  from  the  held  in  which 
we  work  as  an  important  part  of  that  held. 
The  recognition  that  school  secretaries  are 
receiving  throughout  our  country  is  be¬ 
coming  more  and  more  evident.  W.  E. 
Arnold’s  article  in  the  January  issue  of 
this  year’s  National  Secretary,  stresses  the 
increasing  importance  of  the  School  secre¬ 
tary  and  emphasizes  the  fact  that  we  are 
now  on  the  threshold  of  a  change  in  status 
from  an  unspecialized  occupation  to  that 
of  a  professional  status. 

The  answer  to  a  question  I  have  been 
asked  a  number  of  times  points  out  the 
necessity  of  recognition.  If  school  secre¬ 
taries  are  so  important,  why  haven’t  we 
heard  more  about  them  before?  The  mod¬ 
ern  school  secretary  is  one  of  the  many 
new  positions  developed  along  with  many 
others  in  the  processes  which  took  place 
in  developing  the  mt>dern  school  system. 

The  fourth  step  in  the  development  of 
our  profession  is  to  investigate  the  status 
of  our  positions  at  the  present  time  and 
through  organized  effort  raise  those  stand¬ 
ards.  As  many  of  you  know  there  is  very 
little  material  on  the  library  shelves  about 
the  position  of  the  school  secretary.  Few 
studies  have  been  made  of  the  position  of 
the  school  secretary.  One  of  the  first  was 
made  by  the  Educational  Research  Service. 
The  report  of  their  findings  was  published 
April,  1937,  and  the  outstanding  facts 
were  reprinted  in  the  National  Secretary 
of  that  year. 

What  the  future  holds  for  the  school 
secretary  depends  directly  upon  ourselves. 
The  National  Association  of  School  Secre¬ 
taries  has  written  a  brilliant  history,  but 
it  needs  now  to  have  the  .secretaries  of  the 
nation  feel  personally  that  they  have  taken 
the  four  major  steps. — Mildred  Funk. 


Point  of  View  of  the  Secretary  in  the 
Administrative  Office 


A  person  who  is  required  to  carry  out 
the  many  duties  of  the  position  of  school 
secretary — including  (a)  meeting  the  pub¬ 
lic.  (b)  accurate  records  and  reports,  (c) 
thorough  knowledge  of  budgeting  and 


.school  finance,  and  (d)  acting  in  an  ex¬ 
ecutive  capacity  in  the  absence  of  the  ad¬ 
ministrator — should  have  a  professional 
background  and.  if  possible,  specific  train¬ 
ing  along  one  or  more  of  the  lines.  The 
general  training  given  a  secretary  is  not 
adecjuate. 

Our  position  demands  of  us  a  capacity 
to  learn,  to  adjust,  to  improve  the  job, 
and  to  improve  with  the  job.  For  this 
reason  it  is  important  to  select  persons  for 
the  positions  who  are  worthy  and  qualified 
for  the  place  rather  than  mere  routine 
office  workers.  Dr.  L.  N.  Drake  ( in  part ) 
has  said:  “Unquestionably  the  office  of 
clerk  could  be  raised  to  a  new  level  of 
efficiency  and  social  respect  if  minimum 
legal  requirements,  based  on  education, 
training  and  experience,  were  set  up  .  .  . 
permanent  improvement  is  impossible  un¬ 
less  men  and  women  who  want  to  qualify 
for  a  position  of  fiscal  agent  of  the  board 
of  education  are  given  an  opportunity  to 
prepare  for  the  work  in  accredited  colleges 
which  offer  preparatory  courses  at  both 
undergraduate  and  graduate  level  and.  if 
possible,  even  offer  appropriate  degrees  for 
the  completion  of  such  requirements.” 

Personal  satisfaction  would  also  be  in¬ 
creased  if  the  secretary  had  a  definite 
knowledge  and  understanding  of  the  edu¬ 
cational  programs  coming  from  an  educa¬ 
tional  background.  In  this  way  the  secre¬ 
tary  would  be  prepared  to  give  a  better 
service  to  the  school  and  community.  In¬ 
dividual  improvement  would  lead  to  group 
improvement. 

The  National  As.sociation  of  School  Sec¬ 
retaries  has  done  much  to  raise  the  stand¬ 
ards  of  school  clerks.  The  results  of  the 
Pennsylvania  group  is  shown  by  the  fact 
that  at  the  University  of  Pennsylvania  they 
have  already  set  up  and  are  offering  a  four 
year  course  designed  especially  for  school 
secretaries.  May  I  suggest  that  we  strive 
to  increase  our  membership  in  the  NASS 
and  to  acquire  proper  certification  in  order 
that  our  group  may  become  a  Department 
of  the  NEA  with  headquarters  in  Washing¬ 
ton.  D.C.  With  this  goal  attained,  the 
limits  would  be  extended  and  the  group 
would  have  recognition  as  well  as  nation¬ 
wide  opportunities. — Mary  E.  Bowers. 
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From  the  Point  of  View  oi  the  Public 

'  hile  the  position  of  school  secretary 
has  been  recognized  as  a  legitimate  school 
position  for  a  number  of  years,  it  is  only 
recently  that  it  has  begun  to  make  an  ap¬ 
pearance  in  the  field  of  public  relations. 
Hence  there  is  still  much  confusion  in  the 
minds  of  the  public,  the  minds  of  school 
people,  and  even  in  the  minds  of  secre¬ 
taries  themselves  regarding  the  actual 
function  and  scope  of  this  position.  I 
believe  that  a  school  secretaryship  started 
out  merely  as  being  a  clerical  job.  But 
schools  deal  very  definitely  in  the  human 
equation  and  it  was  not  long  before  school 
secretaries  found  themselves  knee-deep  in 
human  problems.  Being  resourceful  young 
women  the  secretaries  soon  found  them¬ 
selves  engrossed  with  this  public  relations 
job  and  began  to  lose  the  strictly  steno¬ 
graphic  attitude  toward  their  work. 

The  more  I  thought  about  the  position 
of  school  secretary,  the  more  intrigued  I 
became.  Being  curious.  I  looked  up  the 
word  “secretary”  in  Webster — who  says 
that  a  secretary  “is  one  who  is  entrusted 
with  secrets,  a  confidante.”  His  second 
definition  includes  the  following  remark: 
“a  person  employed  to  attend  to  orders, 
letters,  public  or  private  papers,  and  to 
have  oversight  in  a  general  way  of  the 
business  connected  with  these  for  an  asso¬ 
ciation.  public  body,  or  individual.” 

The  school  secretaries  are  all  of  these 
and  something  more.  too.  It  is  obvious 
!  then  that  here  has  come  into  being  a  new 

I  kind  of  profession,  and  any  profession  that 

is  to  be  effective  must  have  its  traditions, 
its  period  of  training,  and  its  standards. 

In  many  parts  of  the  country,  the  pro¬ 
fession  of  school  secretary  is  too  young 
to  possess  traditions;  on  the  main  it  has 
overlooked  the  question  «)f  a  period  of 
training,  and  it  is  still  working  toward  a 
set  of  standards.  It  is  only  natural  that 
as  long  as  secretaries  are  to  deal  with 
children,  the  public  will  be  very  much  in¬ 
terested  in  both  their  training  and  their 
standards.  It  is  obvious  that  a  good  secre¬ 
tary  to  a  scliool.  just  as  a  good  secretary 
to  an  industrial  executive,  should  be 
trained  in  the  tools  and  techniques  of 


secretarial  science.  She  should  be  an 
expert  craftsman  with  the  tools  of  the 
typewriter,  mimeograph,  and  other  office 
equipment;  she  should  possess  the  per¬ 
sonality  which  will  enable  her  to  deal 
graciously  with  the  public;  and  she  should 
have  the  training  which  makes  her  re¬ 
spect  the  limitations  of  authority  that  a 
substitute  for  the  administrator  can  as¬ 
sume.  I  believe  that  if  the  job  is  profes¬ 
sional  and  entails  more  than  clerical  work, 
the  training  must  be  more  than  the  train¬ 
ing  for  a  clerical  position.  I  believe  I 
express  the  public  attitude  on  this  ques¬ 
tion. 

The  position  of  school  secretary  offers 
many  splendid  opportunities  for  personal 
growth  and  self-realization  as  well  as  for 
worthy  service  in  the  field  of  education 
and  human  relationships.  The  modern 
concept  of  this  position  makes  the  school 
secretary  a  contributing  influence  in  the 
lives  of  children.  It  is  an  important  ques¬ 
tion.  It  deserves  to  be  filled  by  the  best 
people,  by  people  who  realize  the  advan¬ 
tages  of  adequate  training. 

— Mrs.  William  Kletzner. 

Point  of  View  of  the  Secretary  in  the 
School  Office 

We  think  of  a  person  in  a  profession 
as  one  who  has  received  specialized  train¬ 
ing  and  one  who  works  with  the  idea  of 
giving  to  that  profession  the  best  service 
of  which  she  is  capable.  Surely  the  posi¬ 
tion  of  school  secretary  offers  many  oppor¬ 
tunities  for  service  and  surely  those  of 
us  who  are  in  a  school  office  realize  more 
strongly  each  day  the  need  for  well  trained 
personnel.  Professional  training  will  re¬ 
sult  in  the  raising  of  standards  for  require¬ 
ments  for  a  position.  Raising  standards 
will  raise  salaries.  Likewise,  a  higher 
type  person  can  be  demanded  for  the 
position,  and.  as  a  result,  greater  impor¬ 
tance  will  be  attached  to  the  position.  It 
has  been  said  from  the  point  of  view  of 
the  administrator:  “High-priced  supervis¬ 
ory  and  administrative  officers  should  not 
spend  their  time  and  energy  in  work  which 
clerical  workers  at  one-quarter  of  their 
salary  can  do  more  accurately  and  more^ 
(|uickly.”  Many  of  us  have  seen  the  posi- 
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ti«>n  of  school  secretary  advanced  to  the 
place  where  this  statement  is  now  true 
from  the  point  of  view  of  the  secretary,  in 
that  much  clerical  work  can  be  passed  on 
to  persons  trained  for  clerical  work  only. 

In  school  systems  where  no  assistant 
principal  is  employed  it  is  especially  im¬ 
portant  that  there  be  a  well  trained  secre¬ 
tary.  The  secretary  in  one  of  t»ur  elemen¬ 
tary  schools  contributed  this  thought  to 
my  discussion:  "Our  present-day  thinking 
and  living  are  complex  and  strenuous — 
in  many  ways  difficult,  but  in  every  way 
most  interesting  and  soul-stretching.”  It 
is  a  far  cry  from  the  three  R’s  and  the 
rigid  discipline  of  former  generations  to 
the  varied  developing  and  mentally  stimu¬ 
lating  activities  and  privileges  the  children 
of  today  enjoy. 

As  to  qualifications,  a  high  school  edu¬ 
cation  is  essential  and  a  college  degree 
with  all  it  represents  of  scholarship  and 
uplift  is  desirable.  But  a  college  degree 
is  not  sufficient,  for,  in  every  relation  in 
life  we  also  need  the  “restraining  grace  of 
common  sense” — and  in  school  life  par¬ 
ticularly. 

Certainly  we  should  consider  the  ques¬ 
tion  of  personality.  While  it  is  often  true 
that  a  person  is  born  with  a  personality 
which  adapts  her  to  a  particular  job.  any¬ 
one  can.  through  training  and  study,  ac¬ 
quire  characteristics  which  enhance  her 
worth  in  whatever  career  she  follows. 
Professional  study  tends  to  provide  a  fuller 
character  development  as  well  as  special¬ 
ized  training.  Dr.  Alanson  H.  Edgerton 
of  the  University  of  Wisconsin  made  an 
exhaustive  study  of  the  factors  which  con¬ 
tribute  to  tbe  making  of  a  successful  em¬ 
ployee.  He  found.  NEWSWEEK,  tells 
us,  that  “More  important  than  skill  or 
intelligence  is  personality.” 

Professional  training  is  conducive  to 
increased  efficiency  through  elimination  of 
waste  motion,  through  elimination  of  in¬ 
accuracy,  through  development  of  a  con¬ 
sciousness  of  improved  methods.  We  find 
many  colleges  and  business  schools,  real¬ 
izing  the  increased  demand  for  highly 
trained  secretaries,  are  offering  splendid 
secretarial  courses.  It  is  up  to  us  to  take 


advantage  of  the  training  if  we  expect  to 
raise  our  standards,  increase  our  salaries, 
and  improve  our  services. — Sara  Milner. 


The  Role  of  the  National  Association 
of  School  Secretaries  in  Securing  a 
Professionally  Educated  Personnel 

In  commenting  upon  the  subject  of  our 
discussion  a  friend  jestingly  said  to  me 
the  other  day:  “.\11  that  professional 
means  is  using  big  words  about  small 
matters.”  We  do  not  accept  this  defini- 
tit>n.  We  believe  that  being  professional 
is  a  big  matter — big  enough  to  challenge 
the  best  in  all  of  us  as  individuals  work¬ 
ing  singly  or  as  an  organization.  A  pro¬ 
fessional  service  is  that  type  of  work  which 
requires  carefully  trained  personnel. 

Membership  in  a  professional  organiza¬ 
tion  and  attendance  at  meetings  helps 
greatly  in  keeping  alive  the  enthusiasm 
with  which  one  usually  enters  upon  his 
work.  A  sure  test  of  growth  and  success 
either  of  an  individual  or  an  organization 
is  the  contribution  that  that  organization 
or  individual  makes  toward  the  building 
of  a  finer  relationship  and  spirit.  Any 
professional  organization  can  be  effective 
only  insofar  as  the  members  give  it  sup¬ 
port.  They  must  give  a  great  deal  more 
than  dues — they  must  give  their  best  think¬ 
ing  and  transmit  the  benefit  of  this  think¬ 
ing.  Dr.  Thomas  McMillan  has  said  that 
secretaries  are  not  only  peace-makers  but 
pace-makers.  The  National  Association 
has  truly  set  the  pace  for  the  professional¬ 
izing  of  our  position.  It  aims  to  develop 
leadership,  establish  ideals,  fashion  poli¬ 
cies  and  awaken  public  interest  and  sup¬ 
port. 

Membership  and  active  participation  in 
their  local,  state  and  national  associations 
measures  to  a  great  extent  the  interest  of 
secretaries  in  their  own  advancement  and 
in  the  improvement  of  the  educational  pro¬ 
gram  in  general.  If  people  do  no  volun¬ 
tarily  interest  themselves  in  matters  con¬ 
cerning  their  own  future  and  welfare,  they 
may  expect  the  control  of  their  lives  to 
pass  into  the  hands  of  others.  There  is 
a  kinship  of  spirit  that  exists  between  all 
(Continued  on  Page  27) 
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Life  Membership  Bestowed  on 
Louise  Henderson  at  Milwaukee  Meeting 

♦ 

The  following  RESOLUTIONS  were  adopted  by  this  Asso¬ 
ciation  at  the  annual  business  meeting  held  in  Milwaukee  on 
Thursday,  July  4,  1940: 

THAT.  We.  the  officers  and  members  of  the  National  Asso¬ 
ciation  of  School  Secretaries,  at  this  sixth  annual  session,  June 
29-July  5.  1940,  record  hereby  our  deep  appreciation  of  the 
outstanding  leadership  of  Louise  Henderson  as  President  of 
this  organization  for  two  successive  terms,  and  present  these 
RESOLUTIONS  as  a  tribute  of  personal  regard  and  gratitude 
of  the  Association  for  the  service  she  has  rendered. 

WHEREAS,  Louise  H.  Henderson  had  the  ability,  courage 
and  perseverance  to  bring  to  a  realization  the  National  Asso¬ 
ciation  of  School  Secretaries,  and 

WHEREAS  she  has  served  untiringly  as  its  President  for 
two  terms:  enjoying  the  confidence,  respect  and  admiration  of 
all  secretarial  groups  and  school  administrators  with  whom  she 
came  in  contact,  and 

WHEREAS  her  sympathetic  understanding,  fair  minded¬ 
ness,  sound  judgment  and  promotion  of  the  best  interests  of 
her  fellow  workers  has  contributed  immeasurably  to  the  wel¬ 
fare  and  advancement  of  the  group  she  has  represented  so 
ably,  and 

WHEREAS  the  National  Association  of  School  Secretaries 
has  become  an  active  and  forward-looking  organization  under 
her  unusual  leadership. 

Therefore  Be  It  Resolved,  that  the  officers  and  members  of 
the  National  Association  of  School  Secretaries  present  this 
tribute  together  with  a  life  membership  in  the  Association  as  a 
means  of  expressing  their  deep  and  sincere  appreciation  for 
her  progressive  leadership,  guidance,  loyal,  efficient  service  and 
personal  sacrifice  during  the  beginning  years  of  organization. 
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Advertising 


MARGARET  V.  KERNAN 
Vice-President  and  Advertising  Manager 
Municipal  Building,  Salem,  New  Jersey 

Through  this  column  the  Advertising 
Manager  wishes  to  extend  a  special  trib¬ 
ute  of  thanks  to  Sara  Milner  of  Atlanta, 
Georgia.  Parmella  Dupree  of  Moultrie, 
Georgia  and  Mildred  Farner  of  Findley, 
Ohio,  Each  of  these  girls  have  shared 
with  me  in  the  task  of  securing  adver¬ 
tisements  for  the  October  issue.  Others 
are  working  and  they  promise  advertise¬ 
ments  for  the  future.  While  so  far  we 
have  functioned  with  the  assistance  of 
only  a  few  of  our  members,  the  Advertis¬ 
ing  Manager  would  he  glad  to  receive 
the  names  of  members  who  would  be  will¬ 
ing  to  serve.  We  ask  that  all  secretaries 
patronize  *tur  advertisers  and  be  sure  (o 
mention  the  National  Secretary  in  or¬ 
der  that  they  may  have  some  concrete  way 
of  knowing  that  their  advertisement  paid. 

The  National  Secretary  has  grown 
from  an  8-page  publication.  600  copies. 
April.  1936.  to  44-page  publication.  2200 
copies.  April.  1940.  We  are  releasing  3000 
copies  of  the  October.  1940,  issue.  The 
fine  cooperation  of  our  advertisers  has 
made  possible  this  very  creditable  growth. 
We  are  pleased  to  announce  to  the  adver¬ 
tisers  that  their  financial  support  will  all 
be  reflected  in  the  future  issues  of  the 
National  Secretary.  As  our  advertising 
receipts  increase  likewise  are  we  able  to 
increase  the  page  content  of  each  issue  as 
well  as  the  number  of  copies  printed. 

The  National  Seecretary  will  be  pub¬ 
lished  three  times  this  school  year:  Oc¬ 
tober  first,  February  first,  and  May  first. 
Advertising  copies  should  reach  the  Ad¬ 
vertising  Manager  as  soon  as  convenient 
and  not  later  than  December  15  and  March 
15.  For  the  next  three  issues  the  following 
net  rates  are  continued: 

1.  Two  entire  pages,  middle  pages, 

9*/4''x7*/4"  . 550.00 

2.  An  entire  page,  outside  back  cover, 

4T/,”x7*/4"  .  30.00 


3.  An  entire  page,  4ys''x7>/4" .  2S.00 

4.  A  half  page,  4t/,''x3tA" .  15.00 

5.  A  quarter  page,  2%"x3>/^" .  10.00 


6.  A  reduction  of  $5.00  is  given,  at  this  time, 
with  the  placement  of  your  advertising  order 
in  the  three  issues. 

7.  CIRCULATION— 3000  copies.  Sixe  of  publi¬ 
cation,  6"x9"  . 48  pages 

Exhibits 

Many  of  our  advertisers  have  taken  ad¬ 
vantage  of  exhibiting  books  or  equipment 
in  the  National  Association  of  School  Sec¬ 
retaries  headquarters  at  the  time  of  our 
February  and  June  meetings,  at  a  very 
nominal  cost,  $1.00  per  day  per  item.  The 
annual  meeting  of  the  National  Associa¬ 
tion  of  School  Secretaries  held  in  Mil¬ 
waukee,  June,  1940,  provided  a  definite 
time  and  place  on  the  program  for  repre¬ 
sentatives  of  companies  exhibiting  in  our 
headquarters  to  meet  our  group  and  ex¬ 
plain  the  merit  of  the  products  exhibited. 
This  was  so  mutually  advantageous  to  the 
secretaries  and  exhibitors  that  we  plan  to 
repeat  the  allocation  of  this  time  at  our 
February  meeting  in  Atlantic  City.  Repre¬ 
sentatives  who  responded  to  our  invita¬ 
tion  to  address  our  group  in  Milwaukee 
were; 

•Miss  Ann  Siemon,  Educational  Director, 
A.  B.  Dick  Company. 

Mr.  C.  H.  Ward.  Ditto  Inc. 

Mr.  A.  G.  Hendrickson.  Underwood-El- 
liott-Fiiiher  Company. 

•Mr.  Ernest  A.  Pender,  Manager,  Gel- 
Sten  Supply  Company. 

And  the  Stenotype  Company  representa¬ 
tive. 

We  shall  be  happy  to  receive  your  ad¬ 
vertising  order  and  to  arrange  for  exhibit 
space  in  Atlantic  City  and  Boston. 

W'e  will  consider  it  a  favor  if  our  ad¬ 
vertisers  will  offer  suggestions  relative  to 
our  publication,  exhibits  or  .service.  W'e 
greatly  value  the  good  will  of  our  friends 
and  are  constantly  striving  to  merit  the 
continuance  of  that  friendship. 
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Blown  from  the  Astor  Roof 


CONSTANCE  KING 
John  Manhall  High  School 
Richmond.  Virginia 

The  seeretaries  who  were  not  among 
the  fortunate  two  hundred  attending  the 
convention  in  Milwaukee  missed  six 
thought  provoking  three-minute  papers 
which  were  read  and  discussed  on  July 
4,  under  the  leadership  of  Mrs.  Virginia 
Halsey,  then  vice-president  in  charge  of 
membership. 

The  general  topics:  a.  “How  may  the 
National  Association  be  of  more  specific 
help  to  local  and  state  groups?”,  and  b. 
“How  may  the  local  and  state  groups 
assist  National  state  chairmen?”  were 
discussed  in  the  papers  of  Miss  Bernice 
Foulger,  Miss  Mildred  Hutchinson,  Miss 
Betty  Shinneman,  Mrs.  Helen  Hixon,  Mrs. 
Fairy  McBride,  and  Miss  Irene  Perkins. 
They  expressed  gratitude  for  past  support 
and  confidence  in  the  future  support  of 
the  National  Association.  The  purpose  of 
the  meeting  was  to  help  bring  about  a 
better  understanding  among  local,  state 
and  national  groups.  A  feeling  of  in¬ 
creasing  responsibility  to  high  ideals  of 
service  was  noticeable. 

Miss  Foulger  spoke  of  the  help  given 
by  the  National  Association  in  clarifying 
the  position  of  the  school  secretary  in  the 
minds  of  educators  and  the  general  public. 
A  buffer-state  between  the  school  officials, 
teachers,  pupils,  and  public,  she  must  re¬ 
member  that  she  may  be  the  cog  that 
makes  the  wheel  go  round,  but  never  the 
wheel ! 

In  likening  the  National  Association  to 
the  hub  of  a  wheel  tying  together  the 
school  secretarial  associations  as  its 
spokes.  Miss  Hutchinson  emphasized  its 
service  in  professionalizing  the  secretary’s 
position  through  contacts  at  conventions 
where  ideas  are  exchanged  and  friend¬ 
ships  made.  The  state  of  Georgia  has 
been  using  the  magazine.  The  National 
Secretary,  according  to  Miss  Hutchinson, 
to  strengthen  the  feeling  of  unity  with  sim¬ 
ilar  associations  throughout  the  country. 


Miss  Shinneman  felt  that  the  members 
would  like  a  more  detailed  report  of  the 
mid-winter  meeting  of  the  National  Asso¬ 
ciation.  and  the  discussion  that  followed 
showed  that  the  mid-winter  meeting — be¬ 
cause  it  is  impossible  for  many  of  the 
secretaries  to  attend — has  purposely  been 
kept  a  “good-will”  meeting.  Discussions 
are  more  detailed  at  the  smaller  conven¬ 
tion,  and  recommendations  are  made  to 
the  convention  in  the  summer  for  action 
instead  of  having  definite  action  taken 
by  a  group  which  may  not  represent  the 
whole  ass«>ciation.  Miss  Shinneman.  also, 
echoed  the  plea  of  the  National  Associa¬ 
tion  for  cooperation  with  the  state  chair¬ 
men  in  the  matter  of  promptness  in  for¬ 
warding  membership  dues. 

As  a  convention  feature,  Mrs.  Hixon 
suggested  an  exhibit  of  records  and  ma¬ 
terials  used  in  the  various  schools.  She 
hoped  that  the  National  Association  would 
sponsor  a  scholarship  fund  when  it  was 
able  to  do  so. 

Mrs.  McBride  urged  secretaries  to  antici¬ 
pate  the  demand  for  professionally  trained 
employees  by  availing  themselves  of  the 
special  training  offered  at  several  uni¬ 
versities.  The  National  Association  could 
pave  the  way  for  such  courses  in  other 
state  universities,  she  said,  as  the  uni¬ 
versities  become  aware  of  the  need  and 
growing  demand. 

To  supplement  the  National  Secretary, 
M  iss  Perkins  wanted  more  detailed  bul¬ 
letins  for  the  secretaries — these  to  be  sent 
out  on  paper  of  standard  size  to  facilitate 
filing.  However,  in  the  discussion  that 
followed,  the  members  felt  that  economy 
sometimes  dictated  the  paper  of  legal 
length  to  give  complete  information.  Care¬ 
ful  reading  of  all  material  received  is  im¬ 
portant.  the  speaker  said.  Her  construc¬ 
tive  criticism  about  notices  with  overlap¬ 
ping  dates  was  well  received.  She  sug¬ 
gested  that  the  state  groups  in  their  bul¬ 
letins  might  include  information  about  the 
National  Association  for  secretaries  who 
(Continued  on  Page  32) 
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LUNCHEON  MEETING 

Main  Dining  Room.  Milwaukee  Athletic  Club 
Milwaukee.  Wisconsin 

KATHERINE  E.  MITCHELL 
Member,  Executive  Committee. 


A  major  event  of  the  convention  was 
the  luncheon.  Iield  in  the  Milwaukee  Club 
on  Tuesday.  July  2.  19J0.  presiding  officer 
being  Louise  H.  Henderson.  Welcoming 
addresses  were  given  by  the  following: 

Honorable  Carl  Zeidler.  recently  elected 
Mayor  of  the  City  of  Milwaukee,  and  quite 
famous  for  his  excellent  baritone  voice, 
not  only  brought  official  greetings,  but  at 
the  request  of  Miss  Henderson  sang  the 
famous  s«»ng.  "God  Bless  America.” 

Doctor  Milton  C.  Potter.  Superintendent 
of  Schools,  extended  a  warm  welcome  in 
behalf  of  the  Milwaukee  City  Schocds.  and 
introduced  the  members  of  the  Board  of 
Education,  who  were  all  seated  together 
at  a  special  table. 

Mrs.  Carroll  Reed,  wife  of  the  President 
of  the  American  Association  of  School 
Administrators,  stressed  the  importance 
of  secretaries  being  well  trained  and  equal 
tt>  meeting  situations  of  ail  kinds  in  her 
daily  tasks. 

Miss  Margaret  kernan.  Vice  President 
of  the  National  Association  of  School  Sec¬ 
retaries.  read  resolutions  commending  the 
work  i>f  Miss  Louise  H.  Henderson  as 
President  for  two  terms  and  presented  her 
with  a  life  membership  in  the  Association. 

Doctor  W  illis  Stutton.  Superintendent  of 
Schools.  Atlanta.  Georgia,  delivered  a  very 
forceful  message  with  just  the  proper 
blending  of  earnestness  and  bumor.  He 
emphasized  personality  as  being  a  very 
strong  contributing  factor  in  the  success 
of  any  secretary.  A  secretary  should  de¬ 
velop  a  variety  of  interests.  She  should 
endeavor  to  broaden  her  interests.  Adjust 
yourself  to  environment.  Be  of  service  to 
others  in  order  to  bring  out  the  best  in 
ourselves  and  others.  One  must  sacrifice 
her  interests  for  her  employer,  and  be 
willing  to  put  his  interests  uppermost. 
Growth  develops  personality.  If  you  wish 
to  develop  personality  you  must  keep 
growing.  Doctor  Sutton  said  what  Am¬ 


erica  needs  today  is  restraint  and  sacrifice. 
Sacrifice  makes  one  richer  in  his  own  soul. 

He  also  brought  out  the  fact  that  the 
school  secretary  in  her  position  has  a  tre¬ 
mendous  influence  upon  the  lives  of  the 
boys  and  girls  with  whom  she  comes  in 
daily  contact.  That  her  position  offers  a 
wonderful  opportunity  to  do  character 
education. 

Doctor  Sutton  said  in  order  to  be  a  suc¬ 
cessful  school  secretary  one  must  have 
the  attributes  of  three  Presidents  of  the 
United  States;  the  perseverance  of  Wash¬ 
ington.  the  patience  of  Lincoln  and  the 
diplomacy  of  Roosevelt. 

A  Stepping  Stone  to 
Professionalism 

By  ELBERTA  MACGREGOR 
Flint,  Michigan 
MILDRED  FARNER 
Findlay,  Ohio 

School  secretaries  throughout  these 
United  States  are  becoming  more  keenly 
aware  of  the  organization  which  was 
formed  f<»r  their  professional  development. 
No  one  can  expect  development  or  ad¬ 
vancement  in  any  phase  of  living  without 
first  contributing  an  interest  to  that  phase, 
and  finally  participating.  An  excellent 
demonstration  of  these  two  factors  was 
evidenced  in  the  sectional  conferences  of 
the  elementary,  secondary  and  adminis¬ 
trative  secretaries  in  their  respective 
groups  on  Tuesday  morning.  July  3,  as  a 
feature  of  the  convention  program. 

Each  group  under  the  guidance  of  an 
appointed  leader  came  to  order  and  a 
lively  discussion  ensued.  The  elementary 
secretaries  held  their  subject  matter  very 
closely  to  the  problems  that  confront  them 
in  their  daily  routine;  methods  of  handling 
free  textbooks,  the  use  of  report  cards  and 
other  permanent  record  forms.  Salary 
schedules  and  retirement  were  also  dis¬ 
cussed.  This  group  senses  a  great  oppor- 
( Continued  on  Page  d2) 
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PANEL  DISCUSSION 

(Continued  from  Page  21) 

groups  of  people  who  are  working  in  the 
same  field.  We  need  the  stimulation  that 
comes  from  others. — Ei  nick  Bounds. 

Summary 

In  a  condensed  form  we  have  brought 
you  the  papers  of  the  panel  on  “Profes¬ 
sionalizing  the  Position  of  the  School  Sec¬ 
retary.”  In  a  brief  summary  we  should 
like  to  emphasize  the  following  points 
from  each  paper.  We  find  that  all  agree 
on  two  things:  that  ours  is  a  Public  Rela¬ 
tions  position  and  that  a  most  desirable 
asset  is  personality.  From  these  points 
we  continue  with  our  objectives: 

I.  Interest  in  position  and  exchange  of 
ideas;  realize  importance  of  position  and 
improving  of  service;  gain  recognition  in 
particular  field  and  interest  yourself  in 
group  work  with  idea  of  raising  status. 

II.  Thorough  mastery  of  skills;  related 
knowledge  necessary  to  these  skills;  neces¬ 
sary  social  understandings  which  are  re- 
(luisite  to  job. 

III.  Adequate  training  for  varied  duties 
of  school  secretaries  and  the  necessity  of 
keeping  one's  duties  well  within  the  bounds 
of  that  adequate  training. 

IV'.  Raising  of  standards  to  meet  re- 
(|uirements  of  professional  background; 
capacity  to  learn,  to  adjust,  and.  to  im¬ 
prove;  personal  satisfaction  gained  from 
an  educational  background;  need  to  in¬ 
crease  interest  and  membership  in  the 


National  Ass<Kiation  of  School  Secretaries. 

V.  Stressing  professional  training  as  a 
means  of  raising  our  standards;  raising 
our  salaries;  improving  our  service. 

VI.  Membership  in  the  National  Asso¬ 
ciation  as  a  means  of  giving  and  getting 
National  recognition  of  the  school  clerk 
and  secretary;  commendation  for  the  tre¬ 
mendous  amount  of  work  accomplished  by 
this  splendid  group  in  the  short  period  of 
organization. — Dorothy  P.  Dolberg. 
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MANUAL  TRAINING  INSTRUCTORS- AHENTION I 

The  maximum  and  most  efficient  use  of  your  machines,  and  safety  of  your  students 
rests  on  the  quality  of  the  saws  you  use. 

BURRILLS  PARAMOUNT  Band  Saws  made  from  the  finist  Nickel  Alloy  Steel  obtain¬ 
able  assure  you  of  such  service  and  safety 

Adopted  by  various  United  States  Government  departments,  and  large  furniture 
plants. 

Every  saw  is  carefully  straightened  and  Electrically  Butt  Welded  endless. 

You  can  obtain  these  saws  at  the  following  prices: 

1/8''  —  3  16"  —  14”  —  3  8”  wide.  S'  6"  long  S  .90  ea. 

6'  6”  long  .95  ea. 

7'  6”  long  1.00  ea. 

Other  sizes  at  proportional  prices.  8'  5”  long  1.10  ea. 

BURRILL  SAW  &  TOOL  WORKS,  Box  28,  ILION,  N.  Y. 
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Advisory  Council 

Tlif  Advisory  Ci<uncil.  composed  <tf 
representatives  from  the  various  affiliated 
associations  (d  the  ’National  Association  of 
School  Si'cretaries.  met  for  the  first  time 
in  Milwaukee.  This  first  meeting  was 
necessarily  concerned  with  the  actual  de¬ 
tails  of  organization  hut  it  marked  the 
initial  step  in  cementing  a  closer  relation¬ 
ship  hetween  the  local  and  state  «)rgan- 
izations  and  tlie  National  Association. 

It  is  through  the  medium  of  the  Ad¬ 
visory  (louncil  that  the  various  local  and 
state  organizations  have  opportunity  to 
participate  actively  in  the  functioning  of 
the  National  Association.  The  .Advisory 
Council  has  the  privilege  of  recommend¬ 
ing  to  the  executive  committee  of  the 
National  Association  for  their  action, 
(hanges  in  matters  of  prdicy.  ideas  for 
furthering  the  aims  of  the  association,  etc. 
Also,  one  memher  of  each  major  commit¬ 
tee  of  the  National  Association  is  chosen 
from  meinlrers  of  the  Advisory  Council. 

It  is  the  hope  of  the  Committee  on  Af¬ 
filiation  that  ultimately  all  local  and  state 
organizations  of  school  secretaries  will 
vote  to  affiliate  with  the  .National  Associa¬ 
tion  and  have  representation  on  the  Ad¬ 
visory  Council. 

Since  the  plan  for  affiliation  was 
adopted  at  the  1939  convention  material 
has  been  sent  to  a|»proximately  fifty  local 
and  state  associations.  Twelve  associa¬ 
tions  have  already  affiliated  and  .several 
other  associations  have  expressed  interest 
in  the  iilan  and  rerpiested  additional  in¬ 
formation.  There  still  remain  many  other 
organizations  that  it  has  been  impossible 
t<»  contact  because  information  concerning 
them  has  been  unavailable  to  the  com¬ 
mittee.  During  this  coming  year  the 
Committee  on  .Affiliation  hopes  to  reach 
all  organizations  of  school  secretaries  now 
in  existence.  If  your  organization  has  not 
yet  been  contacted,  the  Committee  would 
appreciate  very  much  your  sending  to  the 
chairman,  .Miss  Eleanor  M.  Dearden. 
School  De|)artment,  S|)ringfield,  Massa¬ 
chusetts.  the  name  and  address  of  your 
organization  and  president  in  order  that 
material  may  be  forwarded. 
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THE  MILWAUKEE  POW  WOW 

(Continued  from  Page  15} 

The  Feast 

Greetings — Miss  Louise  H.  Henderson. 

Chief  of  all  Secretaries’  Tribes. 
Welcoming  Address — Honorable  Carl  Zeid- 
ler.  Heap  Big  Chief.  City  of  Milwaukee. 
Welcoming  Address — Miss  Sylvia  Brooks. 

Chief  of  Milwaukee  Tribe. 

Greetings — Mrs.  Carroll  Reed.  Squaw  of 
Chief  of  American  Association  of  Scluxd 
Administrators. 

Vocal  Selections- — Indian  Princess  Claire 
Krueger,  Milwaukee  Tribe. 

Address — Dr.  Willis  Sutton.  Chief  Big 
Boss  Atlanta.  Georgia  Schools. 

The  al)ove  well  establishes  the  luncheon 
theme  which  was  carried  out  with  a  clever 
decorative  scheme.  Flowers  in  miniature 
canoes  graced  the  center  of  each  table, 
while  tiny  hand-painted  d(dls.  tepees  and 
totem  poles  used  for  individual  favors, 
caught  the  interest  of  all.  The  menu  and 
program  were  printed  on  an  attractive 
blue  folder  supplied  by  Great  Northern 


Railways,  on  which  were  pictured  two 
heap  big  Indian  Braves. 

The  main  luncheon  of  every  National 
Secretaries’  Convention  is  a  red  letter  oc¬ 
casion.  and  this  one  in  particular  lacked 
nothing  in  interest,  inspiration  and  pleas¬ 
ure.  From  the  moment  Miss  Henderson 
introduced  the  handsome  and  youthful 
mayor,  all  eyes  were  front  and  Milwau¬ 
kee’s  stock  advanced  very  considerably. 
The  vocal  numbers,  contributed  by  one  of 
Milwaukee’s  own  .secretaries,  were  beau¬ 
tiful  and  fitting  to  the  Indian  theme.  The 
singer  was  charming  and  possessed  of  a 
voice  of  btvely  vibrant  quality. 

It  is  indeed  regrettable  that  the  com¬ 
plete  text  of  Dr.  Sutton’s  address  cannot 
he  recorded  here.  His  advice  to  all  who 
desire  development  and  growth  of  per¬ 
sonality  might  be  condensed  into  his  re¬ 
marks  briefly  as  follows;  “Try  to  develop 
a  set  of  habits  that  will  pledge  for  the 
welfare  of  others.  Broaden  your  inter¬ 
ests.  but  be  willing  to  .sacrifice  your  in¬ 
terests  to  those  of  the  persons  you  are 
with.  /Vmerica  has  need  of  restraint  and 


Important  Facts  You 
Should  Know  About 

HANDWRITING 

It  is  possible  to  supply  a  class  of  thirty 
pupils  with  handwriting  texts  for  a  total 
outlay  of  one  dollar  and  fifty  cents. 

It  is  possible  to  have  the  papers  of  that 
class  examined  and  reported  to  you  free 
of  all  charge. 

When  pupils  are  supplied  with  books  it  is 
possible  to  request  a  visit  from  an  expert 
demonstrator  to  help  both  pupils  and 
teacher. 

If  teachers  are  untrained  in  modern 
handwriting  methods  they  may  take  a 
thorough  course  by  correspondence  entirely 
free  of  charge. 

The  organization  supplying  the  above 
services  has  specialized  in  handwriting  in¬ 
struction  for  more  than  thirty-five  years. 

The  unquestioned  leadership  of  that  or¬ 
ganization  makes  it  competent  to  advise 
you  on  all  matters  pertaining  to  handwriting. 

• 

Srnd  for  thr  complrtr  ralalog  of  Patmer 
Mrihod  publications  and  for  booklets 
descriptive  of  the  many  free  helpful 
services  offered  by  this  organisation. 

• 

The  A.  N.  Palmer  Company 

New  York  —  Chicago  —  Cedar  Rapids,  la.  ^ 
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sacrifice  on  the  part  of  every  individual. 
A  fnrtlier  growtii  of  personality  will  he 
gained  tlirough  a  growtii  of  vision  and  an 
expanse  of  the  soul.  Ceasing  to  grow  is 
ceasing  to  live.  In  growing,  try  to  find  a 
depth  in  social  soil,  a  depth  in  emotion, 
in  sincerity  and  in  knowledge  gained.  The 
greater  the  depth,  the  richer  the  soil.” 

Following  the  luncheon  a  niimher  of  us 
visited  the  exhibits  in  the  (.’ity  auditorium, 
finding  advertisers  of  many  familiar 
products. 

Tuesday  evening  the  two-hour  sail  in 
Milwaukee  Bay  was  a  pleasant  ending  to 
a  very  full  day.  We  shared  the  boat  with 
the  Commercial  division  of  the  National 
F.ducation  Association. 

A  meeting  for  delegates  was  held 
Wednesday  morning  under  the  h-adership 
of  Miss  Margaret  Kernan  and  the  gen¬ 
eral  topic  centered  around  membership. 
Many  state  chairmen  were  anxious  to 
learn  ways  «tf  increasing  memhership  and 
all  express«-d  a  keen  desire  to  establish  a 
National  niend)ership  that  would  make  it 
possible  for  us  to  maintain  an  executive 


in  National  F.ducation  .Association’s  Head- 
((uarters  in  Washington.  It  is  a  worth¬ 
while  goal  and  seems  not  too  far  distant 
when  one  realizes  that  our  organization 
has  grown  in  six  years  from  about  thirty 
interested  people  to  slightly  under  two 
thousand. 

The  sightseeing  tour  at  ten  o’clock  was 
another  feature  arranged  for  us  and  af¬ 
forded  a  fine  opportunity  to  see  many  in¬ 
teresting  points  of  the  city. 

■At  the  Round  Table  Di.scussion  several 
excellent  papers  were  read.  The  material 
covered  in  these  papers  is  well  chosen  and 
well  worth  your  reading.  It  has  already 
been  stated  that  copies  are  available. 

P’ollowing  this  meeting  we  went  again 
to  visit  the  exhibits  and  were  given  an 
opportunity  to  make  a  record  with  the 
Radio  ('orporation  of  .America.  .After  the 
fun  of  trying  to  reocgnize  our  own  voices 
when  hearing  them  reproduced,  the  Michi¬ 
gan  secretaries  made  a  record  expressing 
their  thanks  to  the  Milwaukee  secretaries 
and  left  the  record  with  them  as  a  slight 
token  of  appreciation. 
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Wednesday  evening  in  the  Elizabethan 
room  at  the  Milwaukee  Athletic  Cliih.  f<»l- 
lowing  the  lecture  by  Dr.  Kilpatrick,  the 
National  and  state  officers  received  with 
M  iss  Henderson  many  local  and  state 
presidents  of  Teachers*  Clubs. 

The  Thursday  morning  Breakfast  for 
Affiliated  Groups  was  attended  by  about 
thirty  delegates. 

At  the  meeting  for  local  and  State 
Presidents  immediately  following  the 
above  meeting,  membership  problems  were 
again  discussed  and  ideas  exchanged  for 
organization  work. 

Thursday  afternoon  the  final  business 
meeting  took  place.  .Annual  reports  were 
read  and  approved.  Future  plans  dis¬ 
cussed. 

Mrs.  Virginia  Halsey,  the  incoming 
president,  made  a  brief  acceptance  speech 
which  won  for  her  the  su|)port  of  all  pres¬ 
ent.  Mrs.  Halsey’s  winning  personality, 
coupled  with  a  (piaint  charm  and  a  sin¬ 
cere  desire  to  succeed,  will  help  her  to 
carry  on  the  fine  work  that  Louise  Hen¬ 
derson  has  so  capably  set  in  motion. 

The  German  Supper  Thursday  evening 
was  the  final  gesture  on  the  part  of  Mil¬ 
waukee  Secretaries.  A  group  of  Bavar¬ 
ian  singers  and  dancers  provided  charac¬ 
teristic  entertainment,  and  the  occasion 
was  a  happy  one.  even  though  some  of  the 
girls  found  it  necessary  to  leave  for  home 


at  this  time.  Virginia  Halsey,  our  new 
president,  was  <tne  to  leave,  and  her  “good¬ 
bye  to  all”  demonstrated  the  warmth  and 
sincerity  of  her  personality. 

The  tour  to  the  Pabst  Breweries  on  Fri¬ 
day  morning  was  a  fitting  “curtain”  to  the 
week’s  play. 


I  HYGIEIA  CHALKBOARD 
I  CLEANER 

I  Absolutely  eliminates  wash- 
'  ing  of  blackboards.  Actually 
S  removes  all  chalk  dust  with  one 
I  stroke.  An  outstanding  devel- 
)  ^  opment  for  Better 

i  Board  Main- 

tenance 


'  THE 

!  AMERICAN 
\  CRAYON 
\  COMPANY 

I  SANDUSKY.  OHIO 


Write  for  folder 


The  Choice 

of  Most  School  Officials 


Ask  your  dealer  for  one  or  more  of  the 
following  models — 


CHICAGO — GIANT— PREMIER 
GIANT  O 

AUTOMATIC  PENCIL  SHARPENER  DIVISION 

Spengler-Loomis  Mfg.  Company  109  No.  Wabash  Ave.,  Chicago 


BLOWN  FROM  THE  ROOF 

(Continued  jrom  Page  25) 

were  not  nienil)ers  of  the  National  Asso¬ 
ciation. 

In  the  general  discussion  following  the 
reading  of  these  papers,  many  representa¬ 
tives  of  local  associations  shared  their 
problems  and  solutions  with  the  group 
present.  Valuable  hints  on  ways  and 
means  for  delegate  expense.s.  approaching 
tenure  and  retirement  issues,  and  notes 
about  material  covered  in  university 
courses  were  jotted  down  by  the  efficient 
and  appreciative  secretaries  present. 
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Enjoy  Real  Autumn 
Beside  the  Sea! 

Relax  in  the  October  comfort 
of  a  sunny,  sea-air  climate. 
Broad  decks  and  spacious 
guest  rooms  face  the  blue  At¬ 
lantic — horseback  riding  on 
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clubs  nearby — bicycling  on  the 
boardwalk  —  are  choice  diver¬ 
sions.  Delicious  cuisine.  Attrac¬ 
tive  low  rates. 

■ 

Walter  J.  Buzby,  Inc. 


A  STEPPING  STONE 

(Continued  from  Page  2()) 
tunity  for  direct  service  to  the  children 
and  to  their  parents*,  and  in  their  unique 
capacity,  being  neither  principal  nor 
teacher,  they  can  share  the  problems  of 
the  children  and  help  them. 

In  the  secontlary  section  many  questions 
were  exchanged  concerning  civil  service 
requirements,  certification  and  tenure. 
■Methods  of  standardizing  the  profession 
of  the  school  secretary  and  a  keen  desire 
for  professional  growth  were  the  keynote 
of  the  discussion.  A  movement  to  investi¬ 
gate  training  fields  for  school  secretaries 
was  recommended. 

The  above  topics  caught  the  interest  of 
the  administrative  group  and  in  addition 
the  leader  took  time  for  a  personal  role 
call  which  tended  to  bring  them  a  little 
closer  together,  thus  estahli.shing  an  in¬ 
timacy  that  could  not  he  so  much  enjoyed 
in  the  larger  conference  meetings. 

In  all  the  groups  emphasis  was  placed 
on  the  fact  that  as  secretaries  we  are  serv¬ 
ants  of  the  public  and  as  such  we  carry  an 
e(|ual  responsibility  with  any  other  mem¬ 
ber  of  any  educational  system. 

Space  does  not  permit  a  detailed  report 
of  all  the  various  (piestions  |»resented  or 
the  conclusions  reached.  It  was  felt  that 
although  the  pnd)lems  and  situations  are 
not  the  same,  these  informal  discussions 
served  as  a  means  of  giving  some  idea  of 
the  sc(q)e  of  work  and  the  problems  of 
others.  Naturally  the  material  presented 
did  not  meet  the  situations  i>f  each  indi¬ 
vidual.  hut  it  was  possible  to  assimilate 
that  which  was  practical  for  ones  own  pur¬ 
pose  and  interpret  it  in  terms  of  the  prob¬ 
lem  at  hand.  These  discussions  must  pr<»ve 
an  ultimate  good  for  every  school  system 
and  he  of  benefit  to  the  community.  \V  bile 
secretaries  engage  in  these  worthwhile 
(Continued  on  Page  42) 
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DR.  WILLIAM  KILPATRICK 

(Continued  from  Page  16) 
vance.  no  defined  marks,  no  formal  report 
cards,  no  “promotions”  as  such. 

Because  the  idd  school  is  so  stnmgly  en¬ 
trenched  the  new  has  difficulty  coming  int<t 
being.  The  problem,  therefore,  is  to  edu¬ 
cate  tbe  public,  parents,  school  boards, 
legislators,  as  well  as  .'scliool  people  to  the 
need  for  adopting  this  newer  idea.  It 
means  remaking  school  houses,  school 
grounds,  school  supplies,  school  records, 
as  well  as  establishing  new  relations  be¬ 
tween  school  secretaries  and  administrat¬ 
ors.  teachers  and  pupils. 

Dr.  Kilpatrick,  in  his  inimitable  and 
delightful  manner  captivated  everyone 
present.  The  Association  was  highly  hon¬ 
ored  and  is  greatly  indebted  to  him.  We 
hope  we  have  a  new  friend  in  Dr.  Kil¬ 
patrick  and  that  we  may  have  the  pleasure 
of  having  him  address  us  soon  again. 

It  is  also  our  hope  that  through  his  mes¬ 
sage  we  shall  have  a  better  knowledge  and 
a  clearer  understanding  of  tbe  real  work 
of  education. 


I  Our  Floor  Brushes  are  cement  | 
\  set  and  pegged,  and  are  therefore  J 

i  guaranteed  that  you  may  use  them  i 

4  in  oily  and  damp  places  as  well  as  j 

j  keep  them  near  a  radiator  or  other  4 

I  warm  place  and  the  bristle  will  ? 

1  not  fall  out.  I 

\  Samples  will  be  submitted  upon  | 

}  reque.st.  W  hen  requesting  samples,  { 

?  please  state  within  what  price  7 

2  range  you  are  interested,  and  how  ? 

I  long  the  bristle  should  extend  ( 

I  from  the  block.  | 

I  RALPH  L.  GORKER  j 

1  1308  N.  WESTERN  AVENUE  | 

CHICAGO.  ILLINOIS  | 


Every  Elementary  Teacher  Wants 

THE  INSTRUCTOR 

The  Most  Highly  Regarded  Magazine  in  the  Field  of  Ele¬ 
mentary  Education. 

Liberal  commissions  paid  to  secretaries  who  secure  orders 
from  teachers  and  schools. 

Nationally  known  Editorial  Board  and  Counselor  Service. 
Special  features  found  in  no  other  educational  magazine. 
Greater  quantity  of  material  for  all  grade  purposes — prac¬ 
tical,  usable  and  up-to-the-minute. 

The  Instructor  Magazine  Agency  offers  also  reliable  and  effi¬ 
cient  service  on  all  magazines  for  professional  and  personal 
use. 

Write  today  for  our  liberal  commission  rates  and  agency 
supplies. 

F.  A.  OWEN  PUBLISHING  CO.,  Dansville,  New  York 

49  Years  of  Service  to  Elementary  Schools 


33 


Simplified  Automatic  Feed 
Now  Available  On  New 
Standard  Master  Model 
Fluid  Process  Duplicator! 

The  New  Standard  Simplified 
Automatic  Feed  for  Master  Model 
guarantees  sure  feeding  of  copies  in 
accurate  registration.  Patented  stripper 
head  allows  just  one  sheet  to  feed  at 
a  time.  Feeding  assembly  works  on 
positive  knee-action  principle. 

The  New  Master  Model  Standard 
Fluid  Process  Duplicator  is  equipped 
with  economy  fluid  reservoir,  needle 
bearings,  feed  tray  with  spring  fit¬ 
tings,  chromium  plated  metal  parts, 
black  fluid-resisting  finish.  Sound¬ 
proofed  Supply  Cabinet  and  Standard 
Simplified  Automatic  Feed  are  optional 
equipment. 

Write  for  full  information. 

Duplicating  Machines  Diyision 
Standard  Mailing  Machines  Gn, 
Everett,  Massachusetts 


Sactetatiai: 

s!  sj  Check  your 
^grammar  with . 

GRAMMAR 

TO  USE 

by  Lewis  and  Lynch 


Revised  and  Enlarged  Edition 

List  price  . $0.80 

THE  JOHN  C.  WINSTON  COMPANY 

1006-1016  Arch  St. 
Philadelphia,  Pa. 


[  GOLD  MEDAL 
I  PRODUCTS 

j  For  more  than  years  the  Binney 
j  &  Smith  Gold  Medal  line  of  School 
j  and  artcraft  materials  has  been 

♦  known  for  its  outstanding  superiority. 

}  I.MPORT.ANT  ITEMS  for  progres- 

♦  sive  scliool  work  in  all  grades  are 

♦  CR-VYOL.\  Colored  >Xax  Drawing  ][ 
i  Crayon.  I’ERM.\  Pressed  Crayon.  ] 

I  .•\RTIST.\  Viater  Colors  and  Tern-  | 
I  pera  Show  Card  Colors.  CE.WOL.Y 

I  Modeling  Material.  Gl.O.\MA  Block 
I  Printing  Ink.  FRESCOL  Compact 
I  Colors.  SH.\\\  Finger  Paint,  etc. 

j  BINNEY  &  SMITH  CO. 

j  new  YORK.  N.  Y. 

I  Descriptive  Literature  on  request.  i 
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LISTENING-IN 

(Continued  from  Page  17) 
Relations”  by  Don  J.  Kensey  which  I 
should  like  to  quote  in  its  entirety,  but 
space  forbids.  The  points  which  Mr. 
Kensey  stresses  are  as  follows: 

1.  Personal  cleanliness  and  neatness. 

2.  Natural  Dignity  born  of  self-respect. 

3.  Full  recognition  of  the  rights  and 
honest  misunderstandings  of  the  average 
citizen. 

4.  Ability  to  view  a  public  issue 
through  the  eyes  of  the  person  on  the  other 
side  of  the  counter. 

5.  Ability  to  speak  (or  to  write)  calmly, 
clearly,  definitely,  and  on  occasion — force¬ 
fully. 

6.  Full  and  detailed  knowledge  of  the 
public  business  at  hand,  and  a  broad  work¬ 
ing  knowledge  of  public  affairs  generally. 

7.  An  abiding  belief  in  the  public  im¬ 
portance  of  the  job. 

8.  Abundance  of  mental  and  physical 
energy,  and  an  unfailing  willingness  to 
render  service. 


9.  Courteous  and  friendly  co-operation 
with  fellow  employees. 

10.  Loyalty  to  the  service. 

The  Los  .Angeles  Association  had  479 
members  last  year,  wbich  makes  it  one  of 
the  largest,  if  not  the  largest  in  the  United 
.States.  If  there  is  a  larger  local  group 
I  wish  we  might  know  where  it  is. 

Colorado 

Since  the  spring  issue  of  the  National 
Secbktary  two  events  were  held  by  tbe 
Clerks  and  Secretaries  Association  of  the 
Denver  Public  Schools.  The  first  was  the 
Annual  Spring  Luncheon  on  Saturday, 
May  11.  at  the  Colorado  Woman’s  College 
when  over  one  hundred  members  enjoyed 
to  the  full  the  food  and  the  entertainment 
provided  by  the  committee  headed  by 
Marguerite  Dawson  as  chairman.  The 
officers  of  the  professional  organizations  of 
the  .schools,  several  members  of  the  Board 
of  Education,  and  Mr.  Green.  Superintend¬ 
ent  of  Schools,  were  our  guests  and  it 
proved  to  be  one  of  the  most  successful 
affairs  of  the  Denver  group. 


SCHOOL  SECRETARIES; 


will  be  a  privilege  to  serve  your 
office  in  1940-41,  A  word  to  us 
will  bring  our  representative  with 
new  samples,  demonstrations,  ideas. 


A.  J.  NYSTROxM  &  CO. 

Maps  —  Globes  —  Charts 
CHICAGO 


ALLIED  STUDIO 

School  and  Commercial 
Photography 

Post  Office  Address 
Kingsessing  Station 
Philadelphia,  Pa. 

Mr.  Superintendent: 

The  ounce  of  precaution  used  in  the 
positive  identification,  by  use  of  our 
index  system,  of  every  pupil  under  your 
supervision  will  save  you  many  precious 
hours  in  time  and  erase  all  chances  of 
any  error  which  would  prove  costly  to 
both  faculty  and  pupil.  Our  system  per¬ 
mits  us  to  do  this  work,  in  high  schools, 
without  disturbing  classes.  Our  oper¬ 
ators  are  of  pleasing  personality,  thor¬ 
oughly  trained  in  the  psychology  of 
handling  pupils,  from  the  child  in  kin¬ 
dergarten  to  the  senior  in  high  school. 
Thus  the  work  is  accomplished  with  an 
alacrity  surprising  to  the  uninitiated 
and  without  confusion. 

We  specialize  in  servicing  school  sys¬ 
tems  with  the  Index-picture  for  identifi¬ 
cation  purposes.  Pictures  are  sharp, 
gummed  on  back,  with  or  without  date 
on  front,  cut  to  size  and  returned  segre¬ 
gated  in  home  rooms. 

For  a  date  suitable  to  your  schedule 
or,  further  information,  write 

ALLIED  STUDIO 

Box  5512  Kingsessing  Station 
Philadelphia.  Pa. 


The  second  event  was  that  great  Ameri¬ 
can  institution,  the  picnic,  and  to  Helen 
Van  Gilder,  chairman  of  the  committee, 
goes  the  credit  for  the  following  account: 

“Depicted  on  the  notice  were  two  girls, 
one  fat  and  one  lean  but  both  smiling,  a 
bat.  a  ball,  and  a  rather  anaemic  looking 
pine  tree.  Thus  was  born  the  1940  spring 
picnic  of  the  Denver  Association  «»f  Clerks 
and  Secretaries  which  was  given  at  Fillius 
Park  on  June  13.  We  left  immediately 
after  work  on  that  Thursday,  forty-eight  of 
us  in  all,  and  drove  about  twenty  miles 
over  Colorado’s  matchless  highways  (at 
least  they  are  good  right  here)  into  the 
pine  covered  slopes  of  the  foothills  of  the 
Rockies.  Fillius  Park  is  a  picnic  ground 
of  the  super  sort  furnished  with  wide, 
open  spaces  for  ball  games,  and  long 
tables  and  benches  built  of  pine  slabs. 
The  weather  was  above  reproach,  the  com¬ 
mittee  chairman  was  only  forty  minutes 
late  with  the  playing  equipment,  and  the 
spot  we  chose  was  only  one-half  mile  re¬ 
moved  from  water.  Some  of  the  customers 
sat  and  chatted,  others  demonstrated  their 

r PREVENT 

the  too  Rapid 
Depreciation 
of  your  school 
Hi  books  by  using 

HOLDEN 

BOOK 

COVERS 

• 

HOLDEN  PATENT 
BOOK  COVER  COMPANY 

Miles  C.  Holden,  President 

SPRINGFIELD,  MASSACHUSETTS 
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ability  at  volley  ball,  horseshoes,  bingo, 
and  indoor  baseball.  Others  fashioned  a 
tablecloth  from  paper  toweling,  and  still 
others  struggled  through  the  smoke  and 
soot  of  frying  hamburger.  In  a  flash  of 
pure  genius  one  committee  member  in¬ 
vited  a  very  charming  and  very  young 
gentleman  who  works  as  a  messenger  in 
the  office  of  the  Secretary  to  the  Board  of 
Educatutn.  His  Boy  Scout  training  proved 
invaluable  in  the  matter  of  relieving  the 
hamburger  situation  and  his  willingness 
with  heavy  boxes  was  little  short  of  miracu¬ 
lous.  Although  we  didn’t  make  him  a 
member  of  the  association,  we  did  feed 
him  well,  and  the  only  time  relations  were 
strained  was  when  st)me  one  left  the  spigot 
of  the  coffee  urn  turned  so  that  a  quart  of 
that  hot  liquid  ran  under  him. 

After  the  usual  filling  picnic  dinner  of 
hamburgers,  potato  salad,  potato  chips, 
pickles,  ice  cream,  cookies,  coffee,  and 
mints,  the  girls  hove  to  and  helped  clean 
up  the  grounds.  Then  the  moon  came  out, 
the  fire  quit  smoking,  and  the  ants  went 
to  the  neighboring  table  to  partake  of  jelly 
and  watermelon.  The  committee  managed 
to  find  all  the  play  equipment  except  an 
indoor  ball  which  was  located  later  when 
a  lady  fell  over  it  in  the  dark.  And  then, 
council  fashion,  we  sat  around  the  camp 
fire  to  sing  and  swat  mosquitoes  until  one 
by  one  we  went  home  silently — full,  tired, 
dirty,  and  happy.” 

And  so,  in  such  periods  of  ph-jy  and  fun, 
friendships  are  cemented,  and  under¬ 
standings  acquired  that  carry  on  through 
the  year  of  work. 


Maine 

From  Augusta,  Maine,  comes  the  first 
news  bulletin  of  the  year  1940-41  and  our 
congratulations  go  to  this  small,  but  very 
enterprising  band  of  secretaries.  Plans 
are  being  made  for  the  year  and  this  num¬ 
ber  contains  a  roster  of  the  present  mem¬ 
bers.  The  following  verse  was  sent  in  by 
Helen  Conant  of  Augusta  and  we  think  it 
well  worth  repeating — author  unknown. 


MONTAG 

BROTHERS 
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School  Goods 
and 

Fashionable 
Writing  Papers 
• 

ATLANTA,  GA. 


;  THE  FISK  TEACHERS  AGENCY 

t  633  WiHierspoon  Building  PHILADELPHIA  Walnut  and  Juniper  Sts. 


Teachers  for  Schools — School  for  Teachers — Every  Day  in  the  Year 
Service  Free  to  Schools — Economical  for  Teachers 


Kingsley  1745-1746 


Personal,  Discriminating  Service 


E.  F.  Maloney,  Manager 
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SUCCESS 

Its  tloing  your  job  the  best  you  can. 

And  being  just  to  your  fellow  man. 

It's  figuring  bow.  and  learning  why. 

And  looking  forward  and  thinking  bigb. 
And  dreaming  little,  and  doing  much. 

It's  keeping  always  in  closest  touch 
With  what  is  finest  in  word  and  deed; 

It's  being  clean  and  playing  fair. 

It's  laughing  lightly  at  Dame  Despair. 

It's  sharing  sorrow  and  work  and  mirth. 
And  making  better  this  good  old  earth; 
It's  serving  and  striving  through  strain  and 
stress. 

It's  doing  your  n<d)lest — that's  success. 

Minnesota 

The  last  report  we  had  from  the  BOE- 
OEA  in  Minneapolis  was  chiefly  con¬ 
cerned  with  the  election  of  a  delegate  to 
attend  the  Milwaukee  convention.  .Now 
that  is  all  over  and  the  lucky  delegate, 
like  tlmse  all  «»ver  the  country,  will  have 
interesting  reports  to  make  to  those  who 
had  to  stay  at  home.  The  la.st  affair  of 
the  year  for  this  group  was  a  style  show 


Save 


on  May  4  at  2615  Park.  This  was  pre¬ 
ceded  by  a  luncheon  and  then  all  those 
interested  in  clothes,  style,  and  personality 
listened  to  .Miss  Alice  Murray  as  she 
talked  about  what  to  wear  and  why. 

New  Jersey 

I  wish  it  might  he  the  privilege  of  all 
“Listeners  In”  to  read  the  entire  bulletin 
issued  by  the  New  Jersey  Association  of 
School  Secretaries.  The  spring  issue  of 
-May  20  contained  six  pages  of  most  inter¬ 
esting  material  and  the  many  reports  from 
local  and  county  groups  bear  witness  that 
the  N.\SS  has  a  strong  foothold  in  New 
jersey.  The  state  is  also  to  be  congratu¬ 
lated  that  our  new  president.  Virginia  Hal¬ 
sey.  is  one  of  their  members  and  that  she 
has  done  much  to  foster  this  strong  or¬ 
ganization. 

A  few  excerpts  from  the  bulletin  will 
he  all  that  we  have  space  for  this  time,  hut 
the  one  that  follows  seemed  to  me  some¬ 
thing  that  we  can  all  use  in  our  daily 
contacts  with  people.  The  Voice  of  the 
Office.  “In  a  business  office  like  mine. 


ON  RIBBONS  ANO  CARBONS 


More  than  2000  schools  are 
using  “U.S,”  ribbons  and  carbons  .  ,  .  and  that  means 
more  than  2000  schools  are  paying  less  and  getting  i 
i  more!  / 

\  Learn  why  “U.S.”  products  / 

\  are  the  popular  choice  .  .  .  send  us  a  copy  of  / 

\  your  bid  form  ...  or  just  write  for  samples  and  / 

\  prices.  / 


D.  S.  Typewriter 

Filbert  at  Tenth  St. 


Ribbon  Mfg.  Co. 

Philadelphia,  Pa. 

Established  1895 
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the  real  "voice"  of  the  office  is  the  one 
that  greets  people  on  the  telephone  or 
answers  their  first  inquiry  at  the  door. 
Not  the  writers  of  letters,  the  outside 
solicitors  or  the  hoss  himself  have  so  much 
to  do  with  picturing  in  the  minds  of  our 
clients  just  what  our  office  is  like. 

Because  we  are  a  publishing  office  and 
many  first  rate  applicants  appear  for 
every  job  opening,  we  have  a  good  order 
of  education  and  training  at  our  first 
point  of  contact.  But  still  I  don't  think 
any  of  those  who  have  filled  this  place  in 
the  past  twenty  years  have  seen  the  full 
importance  of  what  they  are  asked  to  do. 
the  full  effect  it  has  on  our  business  well¬ 
being. 

I  wonder  what  the  most  important  ele¬ 
ments  are  for  the  position  of  first  con¬ 
tact.  I  can  only  judge  by  my  own  ex¬ 
perience  in  making  my  contacts  with  other 
offices. 

First,  I  should  say,  “the  voice  of  the 
office”  (or  school)  should  indicate  imme¬ 
diate  interest  in  what  I  am  concerned 
with.  A  quick  indication  of  real  interest 


\  The  Secretary's 
'  One-volume  Encyclopedia 


FOR  SECRETARIES 

By  Lois  Hutchinson 

This  book  works  in  two  important  ways: 
first,  it  actually  trains  secretaries  in  ef¬ 
ficient,  accurate,  modern  procedure — 
makes  them  able  to  take  many  a  task  off 
executive  shoulders.  Second,  it  answers 
instantly  thousands  of  questions  that 
arise  in  the  secretary's  work — from  cor¬ 
rect  punctuation  to  foreign  exchange. 
Contains  tables  and  lists  of  many  kinds 
relating  to  legal  and  financial  matters, 
communication  services,  etc.,  etc.  $2.95. 


W’rite  for  fmrthmr  information 

McGRAW-HUL  BOOK  CO.,  Inc. 

330  West  42iid  St.,  New  York,  N.  Y. 


Wherever  there^s  a  Primary  Teacher,  there*s  a 
potential  subscriber  to 

AMERICAN  CHILDHOOD 


Why  not  add  to  your  spare  time  income  by  obtain¬ 
ing  subscriptions  to  this  excellent  magazine? 

— the  only  all-primary  publication  of  its  kind,  offer¬ 
ing  modern  projects: 

Seat  Work,  Number  Work,  Practical  Art,  Social 
Science,  Activity  Programs,  Dramatisations,  Tested 
Schoolroom  Helps — the  best  in  new  stories.  Poetry, 
Music — correlated  to  any  primary  system. 

Primary  teachers  everywhere  agree  that  AMERICAN  CHILD¬ 
HOOD  is  the  most  helpful  of  all  periodicals  for  lower  grade 
schools. 

Write  today  for  sample  copy  and 
liberal  commission  rates  to  agents. 

MILTON  BRADLEY  CO.  Springfield,  Mass. 
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is  niiicli  more  important  tlian  a  perfunct¬ 
orily  clieerful  tone.  Second,  a  not  too  evi¬ 
dent  intention  to  protect  tlie  time  of  the 
person  asked  for.  I  know  wliat  an  in¬ 
truder  the  telephone  is  and  how  im¬ 
portant  to  protect  “the  chief"  hut  this 
protective  instinct  must  not  he  revealed 
too  clearly  to  the  person  calling.  Third. 
a  follow  through  to  complete  the  job  of 
connecting,  or  explanation.  «tr  of  informa¬ 
tion  giving.  Fourth,  a  memory  for  names 
is  a  great  help.  The  person  calling  knows 
that  you  remember  and  is  duly  compli¬ 
mented.  Fifth,  I  expect  the  voice  of  an 
office  to  be  loyally  intere.sted  in  all  that 
affects  the  office  she  serves.” 

Frkderic  G.  Melcher. 

The  third  annual  spring  luncheon  was 
held  at  Kresge's  in  Newark  t)n  Saturday. 
May  fourth,  with  two  hundred  and  sixty 
members  present.  The  speakers  were 
Marjorie  Wilson,  president,  Mrs.  Olive 
C.  Sanford,  chairman  of  the  Education 
Committee  of  the  New  Jersey  Assembly, 
Mrs.  Virginia  Halsey,  and  Miss  Hilda  M. 


Torrop.  Instructor  at  Newark  State  Teach¬ 
ers’  College  ami  the  Ballard  School.  New 
York.  In  direct  reference  to  her  topic 
“Come  Out  of  Your  Shell.”  Miss  Torrop 
urged  us  to  ask  ourselves  searchingly 
whether  we  really  had  come  out  of  our 
shells.  “Do  we  .stand  up  to  life  fortified 
with  a  strong  backbone  or  do  we  withdraw 
into  the  security  of  our  shells  at  the  first 
sign  of  trouble,  or  perhaps  too  often  just 
stand  still  and  wish?  She  counseled  us 
to  be.  first  of  all.  women,  and  to  be  friends 
in  need.  She  believes  if  we  would  be  more 
careful  to  “budget”  our  time,  we  could 
avoid  fatigue  which  is  so  insidiously  des¬ 
tructive.  Allow  for  the  gracious  things  of 
life — be  sure  they  are  not  crowded  out.” 
These  are  some  of  the  thoughts  left  by 
Miss  Torrop  and  they  are  food  for  thought 
for  all  of  us. 

Beginning  September  20  at  the  Battin 
High  School  in  Elizabeth.  N.  J.,  Miss 
Torn)p  will  give  a  self-appraisal  course 
“The  Professional  W  oman  as  a  Persim” 
and  in  Newark  Miss  Vera  Brooks  of  the 
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LOUDEN 


Louden  Playground  Equipment  is  in  praise-winning  use  all  over  the  world 
because  it  is  honor-built  from  only  highest  grade  materials  by  master  crafts¬ 
men;  it  is  designed  by  experienced  engineers  who  know  what  playground  must 
be;  it  is  backed  by  the  71 -year-old  reputation  for  quality  manufacturing  and 
fair-dealing  behind  the  J.  E.  Porter  Corporation. 


IfV  tvill  be  fleased  to  send 
you  our  Catalogs  on  (1) 
Playground  Equipment  (2) 
Poo!  Equipment  (SI  Gym 
Equipment. 
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ILLINOIS 


Manu/aclurert  of  the  famous  ''Louden,*'  "Chicago"  and  "Spalding"  lines 
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State  Teachers  College  faculty  will  give  a 
course  on  “Personal  Health  Hahits.”  The 
New  Jersey  secretaries  are  fortunate  to  he 
able  to  take  advantage  of  two  such  worth¬ 
while  courses  and  they  will  doubtless 
prove  to  be  very  popular. 

Virginia 

At  the  Gypsy  Tavern  on  May  11.  the 
Richmond  school  secretaries  met  for  lunch¬ 
eon  with  their  guest  of  honor,  Mrs.  Vir¬ 
ginia  Halsey.  All  twenty-nine  secretaries 
present  were  most  enthusiastic  in  their  en¬ 
joyment  of  her  talk  and  the  reports  of 
the  St.  Louis  meeting  by  Mrs.  Louise 
Corprew  and  Miss  Amelia  Barber. 

Mrs.  Halsey  spoke  about  the  standards 
necessary  for  the  modern  school  secretary; 
the  demand  for  charm  and  tact,  and  the 
responsiveness  of  teachers,  pupils,  and  par¬ 
ents  to  the  warmth  of  the  charming  secre¬ 
tary.  So  great  was  Mrs.  Halsey’s  own 
charm  that  the  Richmond  superintendent 
of  schools,  Mr.  J.  H.  Binford.  who  spoke 
later,  paid  high  tribute  to  school  secre¬ 
taries  in  general  and  to  his  own  in  par¬ 
ticular,  at  the  same  time  pledging  his 
support  to  plans  for  improving  the  school 
secretaries’  standards  and  urging  Virginia 
secretaries  to  affiliate  with  their  local  and 
national  organizations. 

The  local  group  of  secretaries  in  Rich¬ 
mond  was  given  a  fifteen-minute  interview 
over  radio  station  WRVA  last  spring  with 
an  opportunity  to  discuss  their  work  from 
the  standpoint  of  public  relations.  Plans 
are  being  made  for  a  state  association 
meeting  in  the  fall  about  Thanksgiving 


Wisconsin 

The  Milwaukee  School  Secretaries  As¬ 
sociation  was  hostess  this  year  to  the 
NASS.  What  a  grand  job  was  done  we  are 
hearing  on  every  side,  and  this  issue  of 
the  National  Secretary  will  give  its 
readers  in  detail  all  the  information  con¬ 
cerning  the  work  and  play  of  that  week. 
These  girls  spent  many,  many  hours  of 
work  during  the  past  year  in  preparing 
for  this  event,  and  it  must  be  a  great 
source  of  satisfaction  to  them  to  know  that 


I  Consult  us  for 


Floor  Treatments 


Maintenance 

Problems 

We  maintain  a  Nation-wide 
Staff  of  Experienced 
Maintenance  Engineers 


Offices  and  Warehouse  Stocks  in  all 
Principal  Cities  in  the  U.  S.  A. 

Established  1907 

Hillyard  Sales  Co. 

DISTRIBUTORS 

HILLYARD  CHEMICAL  CO. 
ST.  JOSEPH,  MO. 


^ew  64-f^ci^e  C^ataio^ 

CREATIVE  •  HANDICRAFT 

FREE  UPON  REQUEST 

SUPPLIES  &  TOOLS  •••  •  •  :  *‘'****'-y  •  •  Seatweaving  .  . 

Raffia  •  •  .  Leather  •  .  •  Metal  •  •  •  seacfsi  Etc. 

AMEHICAIV  REEDCHAFT  EORPDHATIOlVi 


DEPT.  NS 


130-2  BEEKMAN  STREET  •  NEW  YORK  CITY 


41 


their  efforts  were  crowned  with  such  a 
very  successful  meeting. 

Vacations  were  exceedingly  welcome 
after  this  was  over  and  after  the  excep¬ 
tionally  strenuous  and  crowded  year  just 
past.  In  addition  to  the  regular  program 
of  business  meetings  and  social  activities, 
numerous  and  varied  special  undertakings 
were  sponsored  to  fill  the  coffers  of  the 
National  Convention  fund.  While  the 
preparations  for  the  convention  meant 
many  extra  hours  of  work  and  sacrifice  of 
time,  they  provided  frequent  pleasant 
gatherings  which  combined  work  and  a 
social  hour,  afforded  many  an  opportun¬ 
ity  to  become  better  acquainted,  and  en¬ 
abled  others  to  widen  their  circle  of 
friends.  The  value  of  teamwork  and  co¬ 
operation.  with  all  of  the  faculties  di¬ 
rected  towards  a  definite  goal  again  proved 
its  effectiveness.  Not  only  was  the  goal  set 
for  them  by  the  co-chairman  »)f  the  Na¬ 
tional  Convention  last  September  at¬ 
tained.  but  they  “went  over  the  top.” 

The  last  two  regular  meetings  of  the 
year  were  the  business  meeting  on  May 


9  at  the  Milwaukee  Athletic  Club  and  the 
dinner  meeting  at  the  Astor  Hotel  on 
June  6.  At  the  business  meeting  the  hos¬ 
pitalization  clause  of  the  group  insurance 
policy  was  explained  by  Sylvia  Brooks. 
The  association  voted  in  favor  of  adding 
the  clause  to  its  group  policy.  An  inter¬ 
esting  and  helpful  feature  of  the  meet¬ 
ing  was  the  round  table  discussion.  Girls 
from  the  various  Administration  Building 
departments  described  the  work  of  their 
offices.  Representatives  of  the  senior 
high,  junior  high,  and  elementary  schools 
led  the  discussion  in  regard  to  their  indi¬ 
vidual  schools. 


A  STEPPING  STONE 

(Continued  from  Page  32) 
discussions  they  are  bringing  their  field  of 
endeavor  closer  to  a  profession.  Let  us 
make  a  certainty  of  that  statement  made 
by  Dr.  Thomas  McMillan.  Commissioner 
of  Education  in  the  state  of  Tennessee  in 
his  address  to  a  secretarial  group  last  fall 
when  he  said.  “Secretaries  are  not  only 
peace-makers  but  pace-makers.” 


THE  GEL-STEN  DUPLICATOR 


**The  Teachers 

Why— 

•  We  can  solve  your  Duplicating  prob¬ 

lems. 

•  The  Teachers  can  Duplicate  their  own 

work. 

•  Save  congestion  in  the  office. 

•  Buy  a  Gel-Sten  for  each  room  and  still 

save  money. 

•  Have  your  Principal  or  Superintendent 

equip  your  school  with  Gel-Stens. 

"The  little  Duplicator  with  big  features" 
100  bright  copies — changeable  films — 
Fully  Guaranteed 

Secretaries: 

Suggest  to  the  teacher  that  they  try  Gal-Sten 
Activity  Units. 

All  Printed  in  Hectograph  Ink. 

Grades-  Preprimer  to  8th. 


Companion^ 


EVERYTHING  YOU  NEED 

Complete  Outfit;  1  Duplicator  with  Acces¬ 
sories,  2  Films,  1  Film  Cover,  1  Bottle  ot 
Ink,  Pencils,  12  Sheets  of  Duplicating  Carbon 
and  1  Sponge.  This  is  all  the  equipment 
necessary.  Complete  instructions  for  operat¬ 
ing  are  included.  Only  $^%75 

Complete 


Complete  Catalog 


Dept.  NS 


GEL-STEN  SUPPLY  CO.  INC. 


BROOKFIELD,  ILL. 


42 


WHEN  SENDING  OUT  VOUK  LISTS  OK 

CHEMISTRY 

BIOLOGY 

PHYSICS 

GENERAL  SCIENCE 
EQUIPMENT  FOR  BIDS! 

BE  ASSURED  OF  QUALIT'i  AND 
SERVICE  A  T  UNIFORML'J 
LOW  PRICES. 


W.  M  WELCH  SCIENTIFIC  COMPANY 

Established  1 880 

1515  Sedgwick  Si.  Chicago,  111. 


PEABODY  Movable  Furniture  Brings 
Better  Teaching ....  Fits  In  with  Fixed  Seating 

Teachers  find  Peabody  Movable 
Furniture  a  aid  to  good  teach- 
ing  results.  Each  child  can  be  more 

comfortably  seated.  The  child  ^ 

with  poor  sight  can  be  seated  where  light  is  I  ■ 

best — those  hard  of  hearing  are  placed  I  ■ 

nearer  the  teacher.  Crippled  or  deformed  I  ■ 

children  are  seated  comfortably.  H 


Table  No  240  with  Two- 
Compartment  Bookrack 


Try  a  few  No.  260  Movable  Desks — use  them 
for  children  who  need  better  light  or  are  hard 
of  hearing.  You’ll  find  Peabody  No.  260  Desks 
fit  in  nicely  with  fixed  seating.  Write  for  the 
new  Peabody  Catalog  and  prices.  Get  full  de¬ 
tails  on  all  Peabody  Movable  Furniture  now. 


PEABODY  SEATING 
COMPANY 

North  Manchester,  Ind. 


Peabody  Movable 
Desk  No.  260 


If  magazines,  bulletins,  etc., 
clutter  up  your  office — 

AND 

If  you  have  searched  for  some¬ 
thing  that  would  display,  face 
forward,  neatly  and  attractively, 
such  items — 

THEN 


You  will  WANT  TO  SEE¬ 
THE  CIRCLE  OFFICE 
EXHIBIT  RACK  No.  36 


FREE.  We  will  be  glad  to  send  a  com¬ 
pletely  illustrated  circular  upon 
request. 


THE  CIRCLE  BOOK  CO. 

Wilford  Bldg. 

33rd  and  Arch  St.,  Philadelphia,  Pa. 


END  SICK-TIME  WORRY! 


■  You  can't  escape  sickness  and  accident,  nor  the 
added  expenses  they  bring.  But  you  CAN 
escape  the  worries  of  how  to  meet  your  bills! 

There’s  a  membership  in  The  EDUCATORS 
which  will  fit  your  needs — and  your  purse. 

■  The  EDUCATORS  pays  for  all  diseases,  all 
accidents,  all  personal  quarantine.  It  pays  50'/c 
extra  for  hospitalization.  It  offers  policies 
which  pay  for  even  ONE  day  of  illness,  and 
which  pay  FULL  benefits  for  the  first  week  of 
disability. 

The  EDUCATORS  organization  has  served 
teachers  since  1910 — and  offers  to  SCHOOL 
SECRETARIES  the  same  generous,  low-cost, 
all-inclusive  protection. 

■  End  sick-time  worry  by  joining  The  EDU¬ 
CATORS.  Make  sure  of  having  an  extra  in¬ 
come  when  you  need  it.  Write,  or  clip  the 
coupon  below,  to  get  the  full  story.  And  do  it 
now.  because  you  may  need  protection  sooner 
than  you  think. 

Send  coupon  to  office  nearest  you 

THE  EDUCATORS - 

A  MUTUAL  ACCIDENT 
&  HEALTH  ASSOCIATION 

Home  Office:  Lancasl’er,  Pennsylvania 

417  Land  Title  Bldg.,  Philadelphia,  Pa. 

II 04- A  Grant  Bldg.,  Pittsburgh,  Penna. 
1106  Park  Avenue,  Charleston,  West  Virginia 
3127  Rosalie  Avenue,  Baltimore,  Maryland 


44 


THE  EDUCATORS: 

ricasc  fiiriiisli  me  with  eumf'lete 
detiiils.  \o  vhligation  iht'o/iti/. 

-  — 

Address - 


L. 


ONE  HUNDRED  THOUSAND  Underwoods 
have  been  sold  to  a  single  public  service 
organization  .  .  .  40,000  to  a  great  oil  com¬ 
pany  .  . .  100,000  more  to  the  Board  of  Edu¬ 
cation  of  a  great  American  city !  No  wonder 
production  of  the  world’s  favorite  writing 
machine  continues  to  climb  rapidly  beyond 
this  record-breaking  height !  American  busi¬ 
ness  has  registered  more  than  5  million  votes 
for  Underwood's  fine  writing  qualities, 
Underwood's  ease  of  operation,  Under¬ 
wood’s  world-famous  typing  speed.  Note 
the  Underwoods  wherever  you  go ! 

1  Nole  the  Underwoods  in  the  country s  great 
public  service  organizations  where  durability,  de¬ 
pendability  and  low  upkeep  costs  are  important 

♦factors.  One  company  alone  has  bought  one 
hundred  thousand  Underwoods. 


2  Note  the  Underwoods  in  the  offices,  plants 
and  refineries  of  the  great  oil  producing  com¬ 
panies  where  efficiency  is  a  byword  and  only  top 
e/tulity  gets  by.  A  single  oil  company  has  bought 
forty  thousand  Underwoods. 

3  Note  the  Underwoods  in  the  great  insti¬ 
tutions  of  learning.  Underwood  is  the  preferred 
typewriter  of  American  schools.  The  Board  of 
Education  of  a  single  American  city  has  purchased 
one  hundred  thousand  of  them. 

T\peunter  Division 

UNDERWOOD  ELLIOTT  FISHER  COMPANY 

Typewriters  «  •  Accountinfg  Machines  •  . 

Atuiing  Machines  .  ,  i.arfntn  Pa/trr,  Hibbons  /y 
and  other  bupfdie*  .  .  Hue  Park  Avenue,  /I  ^  / 

A'.  } .  .  .  .  1  and  ^ri  tee  Everywhere.  /  / 

Write  for  free  copy  of  "Patty 
Perfect”  .  .  a  new  booklet  that 
answers  the  question  "What 
Are  the  Qualifications  of  a 
Good  Secretary?" 

Gopyriirht  1940.  Und«rwu«Ml  KllUitt  l>'Uh«r 


UNDERWOOD  typewriter  leader  of  the  world! 


WINKY 


FACES  AND 
PLACES 


BUSY 


WORLD 


"Mt  guiNi.*** 


ADVENTURES 
IN  SCIENCE^ 


ADVENTURES 
in  SCIENCE  J. 

WITH  JANE  AND  PAUL 


THE  QUINLAN  READERS— a  basal  series 

Winky — a  Pre-Primer 
Day  by  Day — a  Primer 
To  and  Fro — a  First  Reader 
Faces  and  Places — a  Second  Reader 
Busy  World — a  Third  Reader 
Adventures  with  Winky — Reading  Activity  Books 
to  accompany  the  Readers 


THE  RAINBOW  READERS— Adventures  in 
Science 


Adventures  in  Science  with  Judy  and  )oe — 1st 
Grade 

Adventures  in  Science  with  Bob  and  Don — 2d 
Grade 

Adventures  in  Science  with  Jane  and  Paul — 3d 
Grade 


Boston,  New  York,  Chicago,  Atlanta,  Dallas,  San  Francisco 


ADVENTURES 
in.  SCIENCE 

Pilr 

*  ^  DON  i'jI 

J 

h  f\  1 

2 

